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OVERVIEW OF THE COE PROGRAM 



Cooperative Occupational Education (COE) is an instructional program offering 
preparation for employment in a wide range of occupations. Students enrolled in this 
program will receive classroom training and supervised employment in a variety of 
occupational areas, including agribusiness, office, marketing, health, and trades. Where 
enrollment in a particular occupational area is sufficient or where more than one teacher- 
coordinator is employed, instruction should be delivered through occupational^ specific 
programs. COE programs may operate as either 

a. Two consecutive years of enrollment, with the junior year for classroom preparation 
for employment and the senior year for specialized classroom occupational training 
with supervised employment. It is recommended that only students with senior 
standing be placed in supervised employment. 

b. A senior year only offering, with or without prerequisites to qualify applicants, that 
has specialized classroom occupational training with supervised employment. 

Cooperative Occupational Education (COE) is a vocational education program based 
on the cooperative education method. Students receive classroom instruction and supervised 
employment related to their occupational goal. Written agreements are established between 
the school and employers specifying the educational activities which will occur on the job. 
These activities must be planned and supervised by the school and the employer so that each 
contributes to the student's education and employabUity. 

The curriculum consists of both general related group instruction and specialized 
instruction by occupational area. The core competencies established for cooperative 
occupational education programs should be included in the general related curriculum. 
Specific competencies for the student's occupational area are the basis for the specialized 
instruction. Further information regarding curriculum for Cooperative Occupational 
Education can be found in the section entitled Instructional Program in this handbook. 

Supervised employment allows the student to relate classroom instruction to the work 
place. The training station must be approved by the school, and contribute directly to the 
development of the competencies necessary for employment and advancement in the student's 
chosen occupational area. Students must be employed in conformity with federal, state, and 
local laws and regulations. Further information regarding operational guidelines for 
Cooperative Occupational Education programs can be found in the section entitled 
Cooperative Education Components in this handbook. 

The cooperative occupational education program contributes to helping young people 
secure employment and does not prevent them from furthering their education. Employers 
benefit because many students remain as full-time workers with their training station after 
graduation. Graduates of Cooperative Occupational Education programs have stable iob 
ratfofiS, good advancement records, and high satisfaction levels with both their jobs and 
their school experience. They become productive wage earners and taxpayers. Research also 
shows that Cooperative Occupational Education program graduates have low unemployment 
rates in the labor force. 

Cooperative Occupational Education programs have outstanding records of helping 
young people bridge the gap between school life and the world of work. There are numerous 
illustrations of how immature young people made successful transitions from school to jobs 
with the help of Cooperative Occupational Education programs. Some success stories involve 
individual students the schools had previously failed to challenge. Cooperative Occupational 
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Education programs have great potential for aiding in the problem of assimilating students 
into the mainstream of adult society. 
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ROLE OF THE TEACHER-COORDINATOR 



The Cooperative Occupational Education teacher-coordinator has many 
responsibilities including oaks related to the following roles: teaching, coordination, guidance 
and counseling, public relations and administration. 

The success of the program depends upon: (1) how well the teacher-coordinator 
performs the tasks included in these rotes and (2) how well the teacher-coordinator is able 
to plan and organize the work to maintain balance among the various functions. The teacher- 
coordinator's effort should always be directed toward the primary program goal — preparing 
students to enter and advance in their careers within an occupational field. 

The Tear her- Coordinator's Roles 

The Teaching Role. The primary role of the teacher-coordinator is teaching. 
Teaching involves directing a learning program that will permit student- trainees to master 
the attitudes, skills, and knowledge necessary for success in the world of work. In performing 
the teaching role, the teacher-coordinator must (1) teach attitudes, skills and knowledge 
prerequisite to performance on a real-life job; (2) help student- trainees plan their job and 
community experiences; (3) assist students in forming concepts and principles from their 
learning experiences outside of the classroom; (4) guide students in developing rational- 
thinking and problem-solving skills; and (5) advise the local chapter of the vocational student 
organization. 

The Coordination Roto . Coordination is an educational activity directed toward the 
improvement of instruction via combining the efforts of all who influence the learner. 
Coordination involves selecting training stations, placing students, evaluating student progress 
on the job, and coordinating theory and practice. 

The Guidance and Counseling Role . As a career counselor, the teacher-coordinator 
has responsibility for the student recruitment, selection, job placement, and counseling. 
Good communications must be maintained with school guidance counselors as they are aware 
of students who might benefit from the Cooperative Occupational Education program. 

The yufrlic Relations Rolfi- The teacher-coordinator must continuously interpret the 
program to the public. Therefore, the teacher-coordinator will attempt to achieve good 
public relations through practicing good human relations in daily activities and through 
planned publicity. 

The Administrative Role . The extent of the teacher-coordinator's administrative role 
varies according to the local education agency. Generally, the teacher-coordinator will be 
involved in a wide variety of administrative responsibilities which include planning, 
budgeting, reporting evaluating, and supervising. Many of these tasks are performed in 
relation to other roles. 

The teacher-coordinator is the key to a successful Cooperative Occupational 
Education program. The role of the teacher-coordinator is complex in that it involves the 
usual competencies of the classroom teacher and also requires the insights important for 
career guidance and the capability for bringing the business community into cooperative 
alliance with the school. 
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Professional Preparation 

Competencies needed by the Cooperative Occupational Education teacher-coordinator 
are the attitudes, skills, knowledge and understanding deemed necessary to perform the 
critical tasks of the job. Both technical subject matter and professional competencies are 
necessary. 

Technical competencies refer to abilities teacher-coordinators need in order to help 
students develop the qualifications that workers need in order to enter and advance in a 
particular career field. These competencies are associated with the various technical areas 
taught in the Cooperative Occupational Education curriculum. Technical competencies are 
developed through participating in technical courses and occupational experience. 

Professional competencies refer to those competencies necessary in order to perform 
the Cooperative Occupational Education teacher-coordinator's total job. Professional 
competencies consist of those competencies necessary in order to carry out the following job 
functions: teaching, coordination, guidance and counseling, public relations, and 
administration. 

The following standards for instructors are required for professional certification in 
cooperative occupational education: 

1 . Two years or 4,000 hours of approved occupational experience as determined 
by the nature or level of employment. 

2. Twenty-five semester hours of appropriate course work to include the 
following: 

a. Ten semester hours from the area of Marketing. 

b. Ten semester hours from the area of Industrial Education. 

c. Five semester hours in excess from the above two areas or 
from general business, economics, or business administration; 

3. Twenty-four semester hours of professional education. A minimum of eight 
hours of professional vocational education is required. Of these eight hours, 
one course must be in curriculum for industrial or marketing education, one 
in coordination techniques and one in methodology. If these three do not total 
the eight, others such as Philosophy of Vocational Education may be counted 
as electives. 

NOTE: Ref er to the "Missouri Certification Standards f or Cooperative 
Occupational Eduction Teacher-Coordinators" in the 
Appendix for addttion.il details. 
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PROGRAM DEVELOPMENT 



Planning for the Cooperative Occupational Education program should begin at least 
a year in advance. Contact the State Director of Marketing and Cooperative Educ ation at the 
Missouri Department of Elementary and Secondary Education for dates to submit an 
application for program approval. 

Briefly, administrative approval must be obtained for initiating a new program as well 
as adoption of necessary policies. Operational procedures need to be adopted. Occupational 
surveys of the community must be made and student interest determined. The curriculum 
may ju >ed to be determined and/or revised, and enrollment procedures should be identified. 

The Cooperative Occupational Education program idea may be initiated by an 
interested vocational teacher, vocational directors, school administrators, and/or business and 
industry people. 

The following steps are suggested in the planning process for the initiation of a 
Cooperative Occupational Education program. 

Step 1. Determine need and feasibility 

A. Request assistance in determining the need for the Cooperative Occupational 
Education program from the State Director of Marketing and Cooperative 
Education. 

B. Contact key individuals among employer, employee, school, service 
organizations and other agencies regarding the advisability of establishing 
Cooperative Occupational Education program. 

C. Appoint a steering committee (temporary advisory committee). 

D. Have a steering committee meeting at which time the following points are 
emphasized: 

1. Function of committee. 

2. Objectives of proposed Cooperative Occupational Education program. 

3. General knowledge of Cooperative Occupational Education program. 

4. Proposed plan of action. 

E. Conduct a student survey to determine student needs and interests (and to 
determine businesses that already employ students as part-time workers). 

F. Make a local occupational survey to determine the number and types of 
training stations available. Sources of assistance in gathering occupational 
need data are: 

1. Steering committee 

2. Comprehensive human resource planning committee for local area 

3. Chamber of Commerce 

4. United States Census statistics 

5. Service clubs 
6 Labor groups 

7. Counselors 

8. Trade associations 
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9. School placement and follow-up officer 

G. Determine whether the Cooperative Occupational Education program will fit 
into the total school program answering the following questions: 

1 . Are there sufficient physical facilities, room, and equipment available? 

2. Can instructional materials be made available? 

3. Can the school meet the requirements of the Missouri State Plan? 

4. Are instructional personnel available in the occupational area? 

5. Is the school near enough to the employment community so that 
students can get to the training stations from school and home without 
undue difficulty? 

6. How many students in the school are now employed? 

7. What courses, if any, must be added for effective operation? 

H. Determine whether it is feasible to offer cooperative occupational education 
using the following sources of data: 

1. Student interest survey 

2. Parent interest survey 

3. School board recommendations 

4. Guidance counselor recommendations 

5. Faculty recommendations 

6. Employment data 

!. Devise a tentative written plan, including: philosophy, objectives, policy 
formation, control, procedures, responsibilities of personnel, organizational 
structure and general supervision, broad advisory functions, and an estimated 
twtal cost and budget. 

Step 2: Initiate the Cooperative Occupational Education prpgram . 

A. Select and hire teacher-coordinator(s). 

1. Determine the number of part-time and/or full-time teacher- 
coordinators required. 

2. Recruit for qualified teacher-coordinator(s) 

3. Consider state requirements and essential personal characteristics when 
selecting a teacher-coordinator answering the following questions: 

a. Does the teacher-coordinator have the required professional 
and technical training for the Cooperative Occupational 
Education program? 

b. Does the teacher-coordinator have the required occupational 
experience? 

c. Does the teacher-coordinator have a deep interest in students? 

d. Does the teacher-coordinator believe in the Cooperative 
Occupational Education program and the need for it in the 
school and community? 

e. W»i : the teacher-coordinator be respected as a teacher and a 
fav «lty member by pupils and faculty? 

f. Wih the teacher-coordinator be respected by members of the 
employment community? 

g. Will the teacher-coordinator be an active participant in school 
and community affairs? 
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h. Does the teacher-coordinator have a commitment 10 keep up 
with changes in tht field? 

B. Develop Cooperative Occupational Education operational plan. 

1. Decide upon the type(s) of school/work pattern. 

2. Study lead-in courses which students may have taken and identify 
prerequisites. 

3. Determine credit hours for the related class §nj£ on-the-job 
experiences. 

4 Specify how the students' grades w v be determined for both the 
related instruction and the on-the-job experiences. 

5. Describe characteristics of students to be served. 

6. Identify occupations for which training will be given. 

7. Provide space, classrooms, telephone, office, instructional materials, 
etc 

8. Plan the appointment of an advisory committee. 

9. Inform school faculty of Cooperative Occupational Education program 
objectives and how it will operate. 

10. Inform parents about Cooperative Occupational Education program. 

1 1 . Identif y individual students who would benefit f rom and be interested 
in Cooperative Occupational Education program. 

Step 3: Sea m .CQo a eratm Occupation a l ^uj c ft tipfl . P r o firam 

A . Review planned budget and make recommendations for any needed revisions. 

B. Continue to work with the steering committee. 

C. Interview and obtain additional information on potential students. 

D. Recruit and select students who qualify for Cooperative Occupational 
Education program. 

E. Arrange with employers for placement of students at training station. 

F. Hold orientation sessions for perspective students. 



Determining The Nerd For The Program 

When justifying the Cooperative Occupational Education program, the school should 
first establish the fact that the program will serve the needs of students in the school. This 
implies that any justification of ti»e program should take into account data concerning a wide 
range of individuals and their nee is. The following may be used to justify the initiation of 
a Cooperative Occupational Edition program. 



Follow- uo Studies . Conduct follow-up studies to show the employment histories of 
graduates and dropouts. It is important to know what positions ail graduates have held and 
what problems they have had in making a satisfying and satisfactory occupational adjustment. 
Factors which may justify initiating thf* cooperative industrial education program are: 

I. Periods of unemployment pfter leaving scnool 
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2. Series of unrelated entry level jobs 

3. Sub-minimal incomes relative to costs of living 

4. Expressed needs for training that could have been met through the 
Cooperative Occupational Education program 

5. Occupations performed which are best learned through the Cooperative 
Occupational Education program 

If it can be shown that the unmet needs of graduates and dropouts could have been 
served by the Cooperative Occupational Education program, a school has justification for 
initiating the program, It is essential that follow-up studies contain reliable and valid data 
and that information be obtained from students who left school one, three, and five years 
prior to the time of the follow-up. 



Needs of Students. There are a number of factors and methods to consider when 
determining the interests and needs of students within the school Presumably, students have 
had some exploratory occupational education and have developed some criteria for planning 
their own vocational development. 

The following factors should be considered in justifying the need for Cooperative 
Occupational Education: 

1. Students* career plans and interests 

2. Students* plans for further education 

3. Students* interests in occupations for which training can be 
provided 

4. Students' needs to work in order to remain in school or while 
obtaining further education 

5. Students* type of part-time employment, hours worked, and 
income earned 

6. Students* perceived relevance of schools* off erings for personal 
needs 

In addition to the information obtained directly from students, other faculty members 
are able to provide information of value in justif ying the needs for Cooperative Occupational 
Education. Through their association with students, other faculty know which students 
would benefit from practical learning experiences and where the students are likely to have 
strengths and weaknesses. 

The teacher-coordinator needs to work closely with the vocational faculty and the 
general faculty in developing positive attitudes toward the Cooperative Occupational 
Education program because their support is vital to the success of the program. 



Needs of Earlv School Leavers . Early school leavers represent former students whose 
needs were not met by their previous educational experiences. Therefore, attempt to analyze 
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their needs. Cooperative Occupational Education program have shown promise as a plan 
suitable for school leavers who had been formerly motivated to abandon school for 
employment prospects and who may be currently frustrated by a lack of specialized 
occupational training or even by deficiencies in basic sk»!is. 



Determining Occupational Need For The Prop^ro 



Employer interest and support must be measured very early in the planning because 
without them the Cooperative Occupational Education program cannot exist. Employers 
must perceive the program to be a source of potential trained employees for ful'-time 
positions and an opportunity to fulfill a social obligation rather than a way of getting cheap 
part-time help. The training must be for occupations "susceptible to promotion and 
advancement" and "related to existing career opportunities." Therefore, the following kinds 
of information should be obtained from employers: 

1. Number who can provide suitable training 

2. Number and kinds of occupations in the community 

3. Potential short- and 'ong-range needs for trained full-time 
employees. 

4. Training needs for particular occupations or for competency 
areas 

5. Number of students for who employers could adequately 
provide learning experiences 

6. Number willing to provide training, even though full-time 
employment opportunities in their organization are limited. 



Surveys of Employer Interest . In establishing the needs for a Cooperative 
Occupational Education program, a thorough in 'entory of employer interest is essential. 
Before assessing their potential participation, employers must be informed of the purpose of 
the program, its advantages, and their role in its operation. Thereafter a more formalized 
survey would establish the fact that employers are committed to the objectives of the 
Cooperative Occupational Education program and are ready to cooperate in the training. 

NOTE: Refer to the form "Guide for Submitting Applications for Expanding and New 
Regular Vocational Programs" in the Appendix for additional information. 
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INSTRUCTIONAL PROGRAM 



The Cooperative Occupational Education (COB) instructional program offers 
preparation for employment in a variety of occupational areas. COE programs may operate 
either as a two year program or a one-year senior level course offering. 

If offered as a two year program, the following sequence of courses are provided: 

Course title; Cooperative Occupational Education-*) 

Description: An instructional program designed to meet the occupational preparation through 
instruction in a classroom setting. Specifically, cooperative occupational education offers 
instruction with the primary goal of preparing individuals for entry, adjustment and 
advancement in a variety of occupations. It may serve as a prerequisite for COE-2. Offered 
the junior year. 

Course code number 04003 

Type of certification: COE 

Type of credit Elective (one unit for a year long class, for one period per day) 
Prerequisite: None required 

Course Title: Cooperative Occupational Education-2 

Description: An instructional program designed to provide specialized occupational 
instruction in conjunction with Supervised Cooperative Occupational Education Employment. 
Offered the senior year. 

Course code number: 040004 

Type of certification: COE 

Type of credit Elective (one unit for a year long class, for one period per day). 
Prerequisite: CQE-1 

Course Title: Supervised Cooperative Occupational Education Employment 

Description: Students are placed in a training station that directly contributes to the 
development of the competencies necessary for succes ful employment in an occupational 
field. Must be concurrently enrolled in COE-2. 

Course code number 040C8 1 

Type of certification: COE 

Type of credit Elective (one to two units for either one or two periods per day for year long 
employment). 

Prerequisite: COE-2 enrollment 

tf offered only as a single, senior only, course offering, then the Cooperative Occupational 
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Education - 2 class and the supervised Cooperative Occupational Education Employment is 
provided. 

Students, upon completion of the course, are granted one unit of credit; thus if the 
COE program is a two year program, the sudent could earn two units of credit for 
completing COE- 1 and COE-2. In addition, one hour of credit is awarded for the supervised 
employment if the student averages ten hours of on-the-job training per week. An additional 
one unit of credit may be earned for supervised employment if the student averages twenty 
hours of on-the-job training per week. The maximum number of units of credit a student 
may ears in one year is three (one for completion of the course and two for the supervised 
employment). B&sed upon satisfactory performance, students may earn a separate grade and 
credit for both the classroom and on-the-job training activities. In some situations, a single 
grade and credit may be awarded for both the classroom and on-the-job training activities. 

Occupational Codes for Supervised Employment in COE 

Students in the Cooperative Occupational Education program have selected the 
program to prepare for a variety of occupational areas. The training station in which students 
are placed as a part of the supervised employment phase of the program must be appropriate 
for the occupational category of the Cooperative Occupational Education program. Since the 
COE program includes such occupational areas as agribusiness, office, marketing, health, and 
trades a variety of occupational codes can be utilized. 

The Classification of Instructional Programs (CIP) designates occupational fields by 
code numbers. Placements for COE programs are usually designated by the following codes 
(these are listed by major occupational areas): 

01.00 Agribusiness and Agricultural Products 

01.01 Agricultural Business and Management 

01.02 Agricultural Mechanics 

01.03 Agricultural Products and Processing 

01.04 Agricultural Services and Supplies 

Agricultural Supplies Marketing 
Animal Glooming 

01.06 Horticulture 

Floriculture 

Greenhouse Operation and Management 
Landscaping 

Nursery Operation and Management 
Turf Management 

07.00 Business and Office 

07.01 Accounting, Bookkeeping, and Related 

07.02 Banking and Related Financial Piograms 

Credit Collections Clerk 
Insurance Clerk 
Teller 

Transit Clerk 
07 .03 Business Data Processing 

Business Computer and Console 
Operation 

Business Data Entry Equipmen; 
Operation 

Business Dam Programming 

07.06 Secretarial 



Stenographic 
Word Processing 
07.07 Typing, General Office 

Clerk-Typist 
General Office Clerk 
Receptionist and Communications 
Systems Operation 

08.00 Marketing 

08.01 Apparel and Accessories Marketing 

08.02 Business and Personnel Services Marketing 

08.03 Entrepreneurship 

08.04 Financial Services Marketing 

08.05 Floristry, Farm and Garden Supplies Marketing 

08.06 Food Marketing 

08.07 General Marketing 

08.08 Home and Office Products Marketing 

08.09 Hospitality and Recreation Marketing 

08.10 Insurance Marketing 

08.1 1 Transportation and Travel Marketing 

08.12 Vehicles and Petroleum Marketing 

17.00 Allied Healtu 

17.03 Medical Laboratory Technologies 

Clinical Laboratory Aide 

17.04 Mental Health/Human Services 

Community Health Work 
Home Health Aide 

17.05 Miscellaneous Allied Health Services 

Central Supply Technology 
Medical Assisting 
Medical Office Management 
Medical Records Technology 
Veterinarian Aide 
Ward Clerk 

17.06 Nursing Related Services 

Geriatric Aide 
Nursing Assistant 

46.00 Construction Trades 

46.01 Brickmasonary, Stonemasonary, and Tile Setting 

46.02 Carpentry 

46.03 Electrical and Power Transmission Installation 

46.04 Miscellaneous Construction Trades 

Building Maintenance 
Concrete Planking and Finishing 
Drywall Installation 
Painting and Decorating 
Plastering 
Roofing 

46.05 Plumbing, Pipefitting, ana Steamfitting 

47.00 Mechanics and Repairers 

47.01 Electrical and Electronic Equipment Repair 

47.02 Heating, Air-Conditioning, and Refrigeration Mechanics 
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47.03 Industrial Equipment Maintenance and Repair 

47.04 Miscellaneous Mechanics and Repairers 

Cunsmithing 

Locksmithing and Safe Repair 
Musical Instrument Repair 
Audio-Visual Equipment Repair 
Shoe and Boot Repair 
Watch Repair 

47.06 Vehicle and Mobile Equipment Mechanics and Repairers 

48.00 Precision Production 

45.01 Drafting 

48.02 Graphic and Printing Communications 

48.03 Leatherwork and Upholstering 

48.04 Precision Food Production 

48.05 Precision Metal Work 

48.06 Precision Work, Assorted Materials 

48.07 Woodworking 

In addition to the above CIP codes. Cooperative Occupational Education programs can serve 
students in other occupational areas which may not be classified in these codes. 

Curriculum for Cooperative Occupational Education 

It is generally thought that the most effective vocational training consists of a 
combination of classroom and on-the-job instruction. Cooperative Occupational Education 
(COE) includes related classroom instruction that is delivered concurrently with the on-the- 
job instruction. 

Related instruction associated with COE may be classified according to two major 
types- -general related and specific related instruction. General related instruction includes 
those units identify in the Missouri Core Curriculum for Cooperative Occupational 
Education: 

Career Research and Planning 

Computer Awareness 

Einp.' jyment Orientation 

Human Ri-s«uCfls 

Income Management 

Insurance 

Job Application and Interview 
Leadership Development 
'.egal Responsibilities 
Private Enterprise Economics 
Occupational Communications 
Occupational Mathematics 
Occupational Safety 
Social Security 
Tax Responsibilities 

NOTE: Refer to the "Cooperative Occupational Education Core Curriculum" in the 

Appendix for a listing of competencies under each unt identified. 

These topics are important for all workers to know in a priva? free enterprise system; 
whereas, specific related instruction includes topics that tend to riake an individual more 
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proficient in one occupational area. For example, auto mechanic trainees would be receiving 
specific related instruction if they were learning about such things as front end alignment, 
electrical systems, power trains, brakes and exhaust systems. They would, however, be 
receiving general related instruction if they were learning about such topics as relationships 
on the job, safety, managing money and other topics (identified in the Missouri Core 
Curriculum) that would be valuable for all workers to know. Specific related instruction is 
sometimes referred to as technical, occupational or job related instruction. 

Specific related instruction should be correlated with on the job instruction and 
should be based on: 

1. the needs of studerts being served, « 

2. the requirements of the occupations, and 

3. the goals of the program. 

The instruction should be planned for the purpose of providing: 

1. career education, 

2. personal and/or on-the-job instruction, and 

3. occupational development 

Planning Specific Related Instruction 

Two important characteristics of specific related instruction are that it should be 
individualized and correlated with the on-the-job instruction. This is important because 
there will be many different occupations represented in the related class, and even students 
who are training in the same occupation are not likely to be working in the same area at the 
same time. 

Specific related instruction that is delivered as close to the time when the trainee *vill 
need the information on-the-job will be more effective. Specific related topics are identified 
during the time when the COE teacher-coordinator and training sponsor are developing the 
Instructional Management Plan (IMP) and determining occupational specific tasks that the 
student will be engaged in at the training station. 

Obviously, COE teacher-coordinators may not be knowledgeable about all occupations 
that are represented in their classes. Fortunately, high quality individualized curriculum 
guides have been developed for virtually all occupations. The COE teacher-coordinator's 
task, therefore, is to obtain necessary specific related curriculum guides for the occupations 
in which students are placed. 

Most specific related study guides for COE contain teacher's guides, programmed or 
individualized student booklets, a list of needed reference materials, tests, and answer keys. 
COE teacher-coordinators normally work to develop a collection of specific related 
instructional materials for c ccupations that may be used by currently enrolled or prospective 
COE students. 

Organizing COE Curriculum and Instruction 

The following strategy for organizing general and specific related COE instruction 
is generally accepted: 
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SPECIFIC RELATED 
T 



GENERAL RELATED 

START 6£ tiUfe TERM TOWARD SKFC OF THE TERM 

The strategy suggests that more general related information be presented at the 
beginning of a COE class, and increasingly more specific related instruction be presented as 
the class progresses. Some would suggest that, after the semester has been in session for a 
few months, a 1 to 4 ratio between general and specific related instruction respectively should 
be achieved. 



Delivering COE Specific Related Instruction 

It is not unusual for each student in a COE class to be working on a different topic 
or project at the same time. Because of this phenomenon, individualizing related instruction 
becomes imperative. The COE teacher-coordinator must become a classroom 
manager/facilitator. 

Evaluating COE Specific Related Instruction 

COE teacher-coordinators are responsible for evaluating student performance in 
related classes and submitting grades that represent student achievement. When students are 
involved in lock-step programs in which all students learn the same thing at approximately 
the same time, evaluation is much simpler. 

COE curriculum plans that include ONLY general related topics frequently utilize the 
traditional evaluation mode to determine where students fit under the so-called normal curve 
of distribution. COE specific related instruction would be more compatible with a pass/fail 
grading system rather than a system of letter grades, but because of the need for class rank 
and grade point avenging, the pass/fail system is seldom used. 

The approach to the tasks of evaluation taken by many COE teacher-coordinators is 
to consider the two types of instruction (general and related) separately. General instruction 
is frequently evaluated using the traditional test mode; whereas, the specific related 
instruction is Judged by considering the amount of effort expended and the quality of each 
student's work. 

Evaluation of COE students on specific related curriculum should relate more to 
assessing student growth in meeting stated outcomes than it does to determining numbers of 
units completed. To achieve this ideal, COE teacher-coordinators may have to give up some 
of the security inherent in using evaluation techniques that are based on well defined grading 
systems. 

Coordinating the General/Specific Curricula, IMP, and VSO (VIC A & DECA) 

To ensure that the Cooperative Occupational Educatic i program is meeting the needs 
of the students, the COE teacher-coordinator must have a cu iculum plan that incorporates 
general related instruction (Missouri COE Core Curriculum); specific related instruction for 
each student; Instructional Management Plans that specifies application experiences related 
to both the general related cum_uum, specific related curriculum and specific occupational 
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tasks; and the incorporation of the vocations! student organisation (VICA & DECA) into the 
instructional process. 

Lesson plans of the COE teacher-coordinator need to reflect the four components of 
curricula in the program. A typical unit of instruction (general related) would be 
supplemented with specific related instruction and IMP learning applications for both the 
general related and specific related instruction that would he utilized. VSO activities can be 
incorporated into the classroom instruction or as a learn^s application for the IMP. 
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COOPERATIVE EDUCATION COMPONENTS 



Cooperative education is a method of instruction for Cooperative Occupational 
Education students whereby students receive on-the-job training which contributes to the 
over-all instructional program. The instruction, through written agreement between school 
and employer, is a contribution of study in school with employment in a selected occupation. 
The related instruction end paid on-the-job experiences are planned and supervised by the 
COE teacher-coordinator and employers so that each contributes to the student's education 
and to his/her career objective. Quality program components include the following aspects: 

Training Station 

The training station is the term used to identify the place of COE student 
employment. The training station is an extension of the school; it is the community 
laboratory for the program. Success for the Cooperative Occupational Education program 
depends upon the quality of the training station; therefore only those companies and 
industries who maintain high standards should be utilized as training stations. 

It is essential that firms selected to train Cooperative Occupational Education students 
have high ethical standards in dealing with their clientele and their employees. Some of the 
policies and practices to consider in selecting suitable training agencies are: (a) wage scales 
in relation to those paid for similar occupations in the community; (b) relationships with 
labor groups and other employers, and with customers and clients; (c) work standards and 
efficiency of operation; (d) hiring, promotion, and dismissal practices; (e) working conditions 
and employer concern for well-being of employees; (f) credit record and financial stability; 
and (g) support of community activities and welfare. 

Training Sponsors 

The person in the training station who is responsible for the day-by-day instruction 
of the COE student is designated as the training sponsor. The training sponsor should have 
technical competencies in the jobs to be taught. 

They should have the ability to adapt job instruction to the 'earning style and 
capabilities of the student. They should be skilled in human relations and be sensitive to the 
students* needs for recognition, guidance, and direction. The training sponsor's ethics and 
work habits should serve as a model for the student to emulate. 

The training sponsor should be willing to work with the teacher-coordinator in 
planning on-the-job learning experiences and related classroom instruction and in evaluating 
student progress. 

Training Agreement 

The training agreement enumerates the specif ic responsibilities of each party involved 
in the COE program. It is signed by the employer (or training sponsor), the student, the 
parent or guardian, and the teacher-coordinator. Each party signing the training agreement 
should receive a copy. Although the training agreement is not a legal document, it serves 
as an "informal agreement* which, except for just cause, should be honored by all parties 
involved. 

The following topics are usually included on the training agreement: 
J . The purpose of the training agreement; 



2. The career goal of the student; 

3. The duration of the training period; 

4. The minimum and maximum hours of work; 

5. Wage agreement; 

6. School credit to be earned by the student; 

7. Employer responsibilities 

8. School and teacher-coordinator responsibilities; 

9. Parent responsibilities; 

10. Student responsibilities. 

Instructional Management Plans 

Underlying the concept of Instructional Management Plans (IMP) is the correlation 
between the curriculum of the Cooperative Occupational Education program and sequenced 
application experiences for the student-learner. The IMP serves as a master plan for the 
teacher-coordinator, training sponsor, and student-learner. The development of the IMP for 
any Cooperative Occupational Education student- learner should focus on the student- learner's 
stated career objective. The student-learner's career objective provides for the relevant 
instructional discipline of curriculum knowledge to be established. It is from this curriculum 
base that the IMP is formulated. 

Application experiences are those activities designed to assist the student- learners in 
reaching their career objectives. This includes classroom, on-the-job, and vocational student 
organization activities, Although the Instructional Management Plan ordinarily lists the on- 
the-job learning activities in reference to an outline of classroom instruction, a complete 
Instructional management Plan will have specific tasks of the student-learner's part-time job 
which are important learning experiences and should be detailed on the IMP. However, if 
the student-learner is to obtain experiences in related job tasks and in experiences that will 
prepare him/her for advancement, it is necessary to design application experiences that both 
the uaining sponsor and the student-learner feel are appropriate and feasible. Some of these 
application experiences may involve observation of the job, interviews with the manager or 
other employees, and/or consultation with the training sponsor to obtain information. Writing 
the report of such observations and interviews may be done at home, or at times, in the 
classroom, but the activity should be specified as on the job because the training station or 
job is the source of the information. 

At the beginning of the cooperative arrangement, the teacher-coordinator should 
share the plan of instruction (curriculum) with the training sponsor, perhaps even sharing 
with them the student's textbook and anticipated application experiences. In many instances 
the training sponsor may be helpful in designing application experiences that would be more 
directly feasible and practical within a specific occupational area. Periodically, the teacher- 
coordinator while on coordination visits, should advise the training sponsor what competency 
areas will be covered in the next period of instruction and the application experiences the 
student-learner will be working on. Classroom instruction and on-the-job experiences can 
be organized into a truly cooperative education experience if the student-learner can use 
their on-the-job experiences in the classroom and if the employer can be involved in their 
"employee's" classroom activities. 

The use of the Instructional Management Plan by Cooperative Occupational Education 
teacher-coordinators within their programs should provide application experiences for the 
student-learner that will provide a better insight into the occupational area, the job, and 
develop job skills by the individual student-learner. 
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Evaluation 

Periodic evaluation of a COE student's performance at the training station serves 
many purposes: it as used as a measure of achievement and progress, as an important 
component in determining a grade for one or more units of school credit, and as a method 
of determining further training. 

Emphasis during evaluation should be placed on the application experiences outlined 
in the Instructional Management Plan, general worker traits, and critical technical 
competencies of the student Rating forms that are filled in by employers (training sponsors) 
are the most common type of evaluation device for collecting information regarding the 
student in the three areas. 

In order to obtain valid and reliable ratings, the teacher-coordinator should meet with 
the training sponsor to complete the rating form. During this visit, the teacher-coordinator 
can solicit constructive suggestions as well as determine additional application experiences 
for the student's IMP or new technical competencies that the student will be learning. 

Student Records 

The teacher-coordinator has the responsibility for maintaining records of each student 
enrolled in the Cooperative Occupation*! Education program. Typical information collected 
are absence and tardiness records, students* work hours, wages paid, vocational student 
organization participation, and others. 

In collecting earnings information (hours and wages), it is recommended that the 
teacher-coordinator either maintain a file of paycheck stubs of the student or that a system 
be developed where the teacher-coordinator verifies this information periodically. This 
information is needed to certify employment and hours worked by the student to designate 
the number of school credits that the student may be enrolled for in the program. 

Further information regarding cooperative education guidelines and related 
forms/examples can be found in the Appendix. 
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VOCATIONAL STIL ORGANIZATION 



VICA (Vocational Industrial Clubs of America) and DECA (Distributive Education 
Clubs of America) are the vocational student organizations associated with the Cooperative 
Occupational Education program. The local VICA /DECA chapter can be a valuable tool in 
helping students mature and choose a career wisely. Students enrolled in the Cooperative 
Occupational Education program, like those in all vocational education, should have the 
opportunity to develop abilities in leadership, scholarship, citizenship, and cooperation; 
improve self-confidence; and participate in civic, social, and recreational activities. They 
should be encouraged to join the vocational student organization. 

The Cooperative Occupational Education program teacher-coordinator serves as the 
advisor of the local VICA /DECA chapter. The teacher-coordinator should assist with all 
activities. In addition, certain vocational student organization activities should be correlated 
with the related instruction activities. Since the COE program serves a variety of 
occupational areas, the COE teacher-coordinator should affiliate with both VICA and DECA 
to ensure that students are allowed the fullest opportunity to participate on district, state and 
national levels. It is suggested that a local chapter be formed under one title and function 
as one cohesive unit, but that students are provided access to the VSO that meets their 
selected occupational objective. 

Integrating the VSO with the COE program 

Local vocational student organization activities and projects, when properly planned 
and conducted, may be integrated effectively with the instructional program. They 
strengthen classroom, laboratory, and training station instruction. Local chapter activities can 
provide some real-life learning experiences that contribute to the total development of the 
students and are activities which usually cannot be repicated in the other components of the 
total instructional plan. 

An active vocational student organization provides additional opportunities for 
students to prepare for careers. Also, members develop leadership and interpersonal skills as 
they engage in individual and group activities; hold offices and direct the affairs of the 
group; work with representatives of other student organizations; and compete with other 
students on the local, state, and national levels. Students may have an opportunity to travel 
to state and national leadership conferences. Students may also visit other chapters, tour 
organizations, and establish contact with successful individuals from business and industry. 



The variety and number of vocational student organization activities and projects 
depend to a large extent on the ingenuity and vision of the students and the teacher • 
coordinator. In determining projects or activities, however, consideration should be given 
to the value that the project or activity wi'l have for each student. 

Vocational student organization activities are usually classified under five general 
groupings. When properly conducted, activities under these headings strengthen the 
instructional plan of the Cooperative Occupational Education program. 

Professional Activities 

The local vocational student organization contributes to the professional improvement 
of students through meetings where guest speakers, demonstrations, panel discussions, films, 
and similar presentations related to the industrial occupational field are featured. Field trips 
are frequently conducted in connection with topics studied in class. 
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The annual employer-employee appreciation event brings together those students, 
school officials, and business and industrial leadens closely associated with the Cooperative 
Occupational Education program. 

Competitive events are also considered professional activities. They stimulate student 
interest in improving career- related knowledge and skill and emphasize the importance of 
learning through preparation and participation. Individual achievement is recognized at local, 
district, state, and/or national levels. 

Civic Activities 

These activities are conducted by many student organizations to serve the school and 
the community. Projects range from campus improvement campaigns to participation in 
fairs, trade shows, and other community-wide events. They are frequently conducted in 
cooperation with local business and industrial organizations, school organizations, and civic 
groups. 

Service Activities 

Some activities emphasize the need for sharing with others. Projects are f requently 
designed to coincide with holidays such as Thanksgiving and Christmas. 

Social Activities 

Social activities are often integrated with professional activities such as an annual 
employer-employee appreciation event, although the primary purpose and character of the 
function is professional in nature. Good social skills contribute to employability and 
employment, particularly when community leaders are invited to participate with the 
vocational student organization. 

Financial Activities 

Fund-raising activities (where permitted) are needed to support the financial 
obligations of the vocational student organization such as expenses for delegates and 
committee members, travel funds, field trips, professional and fecial meetings, and 
communications. 

Starting A Local Vocational Student Organization 

The first step in initiating a local vocational student organization, should be to con ;act 
the State Advisor. The Missouri State VICA or DHCA Advisor can be contacted at the 
following address: 

Department of Elementary and Secondary Education 
Vocational and Adult Education 
P.O. Box 480 

Jefferson City, MO 65102 

The following steps and suggestions can be used to organize local vocational student 
organization and develop its program of activities: 

1. Consult the principal or vocational director on local school 
rules and regulations governing clubs. 
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2. Order an official handbook from national headquarters. 

3. Cain interest among key students; visit an established local 
chapter, 

4. Put the "Committee to Organize" to work. They should: 

a. Become familiar with basic documents and promotional materials of 
the organization. 

b. Order necessary promotional materials to carry out a membership 
campaign. 

c. Write a tentative constitution. 

d. Plan an organizational meeting of potential members. 

f. Plan the first elections. 

g. Discuss "Should we organize?" 

h. if the group decides to organize, review the constitution developed by 
the "Committee to Organize." 

i. Vote on constitution ratification or set a voting date. 

j. Close meeting by affirming intention to organize and with a statement 
of teacher/advisor support. 

5. Kick off the membership campaign; begin to collect dues (set 
a deadline for dues in terms of the officer elections). 

6. Conduct elections. 

7. Hold meeting with newly elected officers. First item of business is to petition 
the state association for a charter. Membership dues should be submitted to 
the state association. The state association forwards national dues to the 
national office. Use parliamentary procedure. 

8. President should appoint certain committees so the organization can begin to 
function. 

1 . Program of Activities 

2. Finance (budget and fund raising) 

3. Public Relations 

4. Social 

5. Community Service 

6. Special Committees to carry out specific activities related to the 
vocational program (Christmas Dance, Employer Banquet, etc.) 

9. Plan program of activities. 

10. Secure *he necessary equipment and materials for conducting meetings and 
carrying out activities. 

H. Be sure each organization member is functioning as 3 committee chairperson 
or member. 
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ADVISORY COMMITTEE 

An advisory committee for the Cooperative Occupational Education program serves 
as an organized base for two-way communication between the teacher-coordinator and 
representatives from the business/industry community. The committee's function is to advise 
and assist the local program on matters pertaining to the instructional program. 

The activities of the advisory committee should center around the functions of 
occupational/community surveys, course content advisement, student placement, community 
public relations, equipment and facilities, program staffing, program review, and community 
resources. These efforts generally are and should be focused on benefiting the students. 

Organizing an Advisory Committee 

Effective advisory committees are a result of planned and implemented organizational 
procedures. A series of basic steps for Oi ganizing an advisory have been identified and 
should be followed. 

Step One: Obtain Permission to Organize. 

A written request asking for authorization to organize an advisory committee should 
be submitted to the administration of the school. The request should be accompanied 
by statements of rationale, purpose, and organizational procedures. 

Step Two: Selection of Members. 

The teacher-coordinator and the appropriate administrator should develop a list of 
possible members for the advisory committee. The proposed members should be 
contacted to determine their willingness to serve. 

The membership of the advisory committee should be representative of the 
occupational areas served by the Cooperative Occupational Education program and 
a cross-section of the community. The most effective number of individuals to have 
on an advisory is seven to ten members. 

Step Three: Notification of Appointment 

Members selected to serve on the advisory committee should be properly notified of 
their appointment. The letter of appointment should be from the sci.ool administrator 
and describing the importance of the committee and seeking each members active 
participation. 

Step Four Orientation of Members. 

Members should be oriented to their responsibilities and tasks by the teacher- 
coordinator and administrator. This orientation should include a presentation about 
the program, program graduates *nd current students, current issues within the 
program, and employment situations. 

Step Five: Selection of Officers 

Usually two officers should be elected for the advisory committee: a chair and a 
vice -chair. The teacher-coordinator usually performs the role of "secretary" to the 
committee. 
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Step Six: Planning a Program of Activities 

An annual program of activities should be developed by the advisory committee 
which includes components of a long-range plan as well as special issues to be 
considered during the current year. Advisory committees can also identify specific 
activities in which to participate every year. 

Step Seven: Planning and Conducting Meetings 

The responsibility for planning each advisory committee meeting rests with the 
chairman with assistance from the COE teacher-coordinator. The advisory committee 
should convene at least four times during the year-once every three months. A 
properly prepared annual program of activities will insure that a need exists for 
calling each regular meeting, 

Developing a Program of Activities 

In order to be effective, the work of the advisory committee must be structured. A 
list of activities should be developed for the advisory committee to considered and developed 
into a formal plan of activities for the year. The activities should then be incorporated into 
the agendas for each meetings. 

The following is a list of possible activities which may be helpful in formulating a 

plan: 

Manpower and training needs: 

1. Assist in planning, conducting, and analyzing surveys in the community. 

2. Assist in identifying new and emerging careers in the occupational field. 

3. Assist in identifying training needs for specialized areas in the occupational 
field. 

4. Assist in identifying appropriate occupational careers for the physically and 
mentally handicapped. 

Career development: 

1. Provide career information about all segments of the occupational field. 

2. Participate in "Career Days," P.T.A. meetings, and civic club meetings to 
encourage young people to seek careers in the occupational field. 

3. Arrange field trips for students and guidance counselors. 

4. Assist in the development and field-testing of appropriate tests at job-entry 
and career levels. 

5. Assist in occupational analyses, showing critical tasks and competencies of 
jobs in a career-continuum. 

6. Assist in determining standards for ielection of students. 

7. Assist in determining the criteria for selection of training stations. 
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8. Assist in developing training agreement forms. 

9. Assist in placing students in part-time jobs during the summer and during the 
school year. 

10. Assist in placing graduates. 

Curriculum: 

1. Assist in the development and review of course content. 

2. Evaluate sample Instructional Management Plans for students in the 
cooperative plan. 

3. Evaluate proposals for curriculum patterns in the local school. 

4. Assist in selection of texts and reference materials. 

5. Donate or obtain donations of trade journals, training materials, and 
illustrative materials. 

6. Recommend appropriate instructional materials. 

7. Loan films, materials, and other instructional aids. 
Training facilities, equipment and materials: 

1. Lend support in justifying the need for program, laboratory facilities. 

2. Evaluate layout of program facilities 

3. Assist in obtaining selected equipment and supplies through loans and gifts. 

4. Assist in developing specifications for equipment. 
The instructional staff: 

1, Provide career experiences for instructional personnel. 

2. Provide financial assistance for instructional personnel to participate in 
appropriate state and national professional/technical conferences. 

Public relations: 

1 . Arrange for presentations by the teacher-coordinator and students before civic 
and business groups. 

2. Arrange for presentations concerning the program on local televis : on and 
radio. 

3. Provide articles concerning various phases of the program to appropriate trade 
publications. 

4. Appear before the school board and other agencies concerned with the 
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Evaluation: 
1. 
2. 
3. 
4. 
5. 
6. 

Operation: 
I. 
2. 
3. 
4. 
5. 



program to report on the progress and the problems of the program. 

Appear before legislative groups in support of legislation affecting the 
pn gram and vocational-technical education. 



Assist in determining standards of evaluation. 

Serve as judges in VSO competitive events. 

Analyze results of follow-up studies of program graduates. 

Assist in evaluation of adult program offerings. 

Evaluate effectiveness of the program. 

Review evaluative instruments to evaluate certain phases of the program {e.$.. 
Progress reports, Follow-up studies, etc.) 

Assist in establishing local immediate and long-range goals for the program. 
Review proposed program of activities. 

Review budget requests to support proposed program of activities. 

Assist in determining instructional fees for high school students. 

Analyze need and approve plan for fund-raising activities to support certain 
VSO functions. 



6. Assist in determining hours of work for students. 
For additional assistance or information on advisory committees, contact 

Executive Director 

Missouri Advisory Council on Vocational Education 
P.O. Box 545 

Jefferson City, MO 65102 
(314) 751-4384 
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FACILITIES, EQUIPMENT AND RESOURCES 



The facilities, equipment and resources seeded for the operation of the Cooperative 
Occupational Education program are similar to those of other educational programs in the 
school However, the vocational nature of the program requires that additional consideration 
be gives to the function of the classroom, office space for the teacher-coordinator, 
equipment, and instructional resources. 

Facilities 

The Cooperative Occupational Education classroom environment should be of 
sufficient size, quality and arrangement to meet the instructional objectives of the program. 
Typically, the classroom includes student desks or tables, a podium, and an area for small 
group instruction and simulations. 

Depending on the department size, class size, and availability of space, the classroom 
will or could fall into several categories: general classroom, multi-use classroom, and 
classroom vith separate lab room. 

The facility should be equipped with proper lighting, appropriate electrical outlets, 
proper ventilation, and climate control. This is especially important if computers are housed 
in the room. If computers are in the general classroom, proper placement of outlets, air 
ducts, windows and lighting become critical. A partitioned or secured area for the computers 
is advisable. 

If the classroom facility serves as a lab, a clean-up area with a sink, a work space 
with working tables, and/or counter and storage areas for lab materials are important. When 
a separate lab room in addition to the classroom is available, the room should include a work 
area or work stations, sink, storage and file areas, and computer stations. 

Among other facilities and equipment necessary to implement an effective 
Cooperative Occupational Education program are a teacher's office equipped with desk, 
typewriter and/or microcomputer with printer, file cabinets, and telephone. The private 
office is important for counseling students, interviewing students or employers, and making 
confidential phone calls to employers. 

Equipment 

Audio-visuaj Equipment Standard classroom equipment includes a filmstrip projector, . 
16mm projector, cassette player, overhead projector, and screen. The increasing 
availability of quality videotape educational materials makes a VCR unit (camera, 
recorder/player, microphone system, monitor) a practical and effective addition to 
the Cooperative Occupational Education classroom. The recording capabilities 
associated with the VCR unit are useful in reviewing demonstrations and role-playing 
simulations, and increases the effectiveness of these teaching techniques. These items 
may be part of a central check-out system within a school rather than being housed 
within the classroom. 

Standard Furnishings An all-inclusive list of furnishings and equipment for the program is 
impossible. However, the following items should be considered minimums . 

Tables and chairs 
Teacher desk and chair 
File cabinets 



VIII- 2 



Storage cabinets 

Bookcases for office and materials reference area 

Subject-Area Specific Eonipment Assuming the classroom is equipped with standard audio- 
visual equipment and furnishings, the program should have the following subject- 
area specific equipment and materials: 

Microcomputers with printer and software 

Typewriters 

Calculators 

Cutting/drafting tables 
Paper cutter 

Instructional Resources 

The Cooperative Occupational Education program has many of the same instructional 
needs as other programs in the school as well as specialized needs. Basic instructional 
resources include student textbooks for the general-related phase of the curriculum. The 
current textbook recommended by the State Curriculum Team, composed of classroom 
teachers, is Succeeding in the World of Work by Kimbrell and Vineyard published by the 
Glencoe book company. 

Instructional resources for the specific- related phase of the curriculum include 
individualized curriculum guides for the various trade and industrial occupations for which 
the students are preparing for the program. These curriculum guides usually have to be 
updated yearly to take into account the new occupational areas students may wish to enter 
and to accommodate the up-dating of information within a particular occupational area. In 
addition, supplementary resource materials such as magazines, newspapers, and guidance 
materials are needed for the program. 

To aid teacher-coordinators of Cooperative Occupational Education, the Marketing 
and Cooperative Education section of DESE maintains a film library housed at the University 
of Missouri-Columbia which provides a free film loan program, Catalogs for this program 
can be obtained from the following: 

Missouri Resource Center 
10 London Hail 
University of Missouri 
Columbia, MO 65211 
314) 882-9610 

Other resources needed for the efficient operation of the COE program includes an 
instructional budget that can be used for stationary, stamps, envelopes, duplicating paper, 
card files, floppy disks, computer ribbons, the printing of forms and brochures, and such 
activities. 

The Carl D. Perkins Vocational Education Act of 1984 (P.L. 98-524) and State 
vocational funding allow for the purchase of equipment and instructional resources for the 
program. Matching dollars for equipment purchases may be requested through the 
Department of Elementary and Secondary Education, Division of Vocational and Adult 
Education, by submitting Form FV-4 (see copy in Appendix). If the application is approved, 
the local education agency may then purchase the equipment or instructional resources, and 
claim reimbursement by filing Form FV-2 (see copy in Appendix). 
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PROGRAM EVALUATION 



Program evaluation is the task of making judgments about the worth or value of a 
Cooperative Occupational Education program. It primarily involves determining the extent 
to which previously established program objectives are being or have been attained. 

The fundamental reason for evaluating COE programs is to seek program 
improvement Educators have an obligation to insure that the educational process will deliver 
what is specified in ti.e program objectives. In addition, when state and federal funds are 
expended, the need exists for local evaluations to obtain evidence of accomplishment and 
justification for the dollars spent 

State Vocational Program Evaluation 

A state vocational program evaluation is conducted every five years. The teacher- 
coordinator, in consultation with administrative personnel of the school, completes a self- 
evaluative questionnaire prior to the date scheduled for an on-site evaluation by DESE 
professional staff. An evidence file, which contains supportive material for answers on the 
questionnaire, is prepared for the evaluation personnel. 

Upon completion of the on-site visitation, an exit report is conducted with the 
administrative personnel of the school. This report is followed up by a written report citing 
the strengths and weaknesses of the program. In addition, compliance regulations are noted. 
Following the receipt of the written evaluation, the school district may respond to the criteria 
noted in the evaluation. 



Major categories in the evaluation questionnaire are as follows: 



1. Philosophy and Objectives of the program 

2. Administration of the program 

3. Staff 

4. Instructional Methods and Resources 

5. Facilities and Equipment 

6. Placement, Follow-up, and Evaluation 



In addition, a supplementary questionnaire for programs operating a cooperative education 
component must be completed. Categories included in this supplementary questionnaire: 



1. Instructional program 

2. Training stations 

3. Training agreements and IMPs 

4. Credit Awarded 

5. Teacher-coordinator's schedule 



NOTE: A copy of the "Evaluative Questionnaire* and "Supplementary Questionnaire" can be 
found in the Appendix. 



Accreditation Evaluation 



Many schools have some type of evaluation periodically to maintain accreditation and 
will have a team of e valuators review the entire school, analyze its strengths and weaknesses, 
and make recommendations for improvement. The National Study of Secondary School 
Evaluation is one accrediting agency which provides this service and has criteria for 
vocational education programs. A team of two to three persons who are considered to have 



IX- 2 



expertise in a vocational field evaluates the program on the following characteristics: 

1. Organization 

2. Nature of offerings 

3. Physical Facilities 

4. Direction of learning 

5. Outcomes 

6. Special characteristics 

7. General Evaluation 

Before the team makes its analysis, the teacher-coordinator makes an assessment of the 
program and what needs to be (tone to improve the operation. 

Local Evaluation 

In the absence of an external evaluation for accreditation purposes or one required 
by the State Department of Elementary and Secondary Education, a conscientious Cooperative 
Occupational Education teacher-coordinator who wants to improve the program may enlist 
the assistance of teacher-educators from state universities or colleges, advisory committee 
members or professional colleagues in the field to appraise the program. These individuals 
can provide valuable assistance in examining a program for improvement. 

The teacher-coordinator should also conduct the following types of evaluations to 
ensure the relevancy and efficiency of the Cooperative Occupational Education program: 

Program Graduates Follow-up: Within a specified period of time following completion of 
the program, a follow-up study of program graduates should be conducted to determine their 
employment status, additional training received after high school, and general attitudes 
toward the training they received while in the program. The suggested periods of time for 
follow-up of program completers is one, three, and five years after program completion. 

Mastery of Course Competencies: An effective means of assessing student outcomes is 
through the use of a mastery level test of the core curriculum competencies. The major 
purpose of the mastery test is to discriminate between students who have fully mastered the 
competencies and the ones who have not. In addition, the teacher-coordinator can evaluate 
their instructional effectiveness within particular units of the curriculum. 

Advisory Committee or Employer Evaluation of the Program: On a periodic basis, advisory 
committee members and employers of students in a program should be asked to evaluate the 
effectiveness of the program. 

Student Evaluation: An anonymous year-end program evaluation should be given to students 
to elicit their attitudes, reactions, opinions, and recommendations relative to program 
objectives, teaching techniques, instructor effectiveness, etc. 

Individual Student Evaluations b v Employers: An effective means of assessing student 
outcomes is through the use of an evaluation of students by their employers. 
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LEGAL ASPECTS 



The administrator and the Cooperative Occupational Education teacher-coordinator 
should be aware of the legal aspects related to program operations. Legal considerations 
provide guidelines for program operation and include a variety of factors from equal access 
through labor legislation. 

Child Labor, Wage and Hour, Social Security, Workman's Compensation, Labor, Civil 
Rights, Occupational Safety and Health laws apply to students and the training stations where 
they are placed. The teacher-coordinator is expected to know these and other local, state and 
federal regulations that apply to the employment conditions of student-trainees. 

If an employer refrains from complying with the law, the teacher-coordinator should 
discontinue the cooperative arrangement and seek another training station for the student. 
Failure to comply with legislation is damaging to the image of the program and, in instances 
where students* health or safety are impaired, makes the teacher-coordinator vulnerable to 
criticism, or even legal action. Problems of violations are best avoided by selecting suitable 
training stations and by drawing up a written training agreement which specifies conditions 
that insure compliance with regulations. 

The teacher-coordinator should maintain a file containing information on legal 
matters so that sources can be quoted when legal questions arise. Teacher-coordinators 
should secure state and federal publications for themselves and for training stations. Matters 
in this area change rapidly. Where specific problems exist and the training sponsor seeks 
assistance from the teacher-coordinator, the teacher-coordinator should write to state and/or 
federal agencies to specify the condition and obtain answers, thus minimizing responsibility 
in legal suit. 

The teacher-coordinator should use good professional practices designed to safeguard 
the welfare of the student-trainee. In addition, the teacher-coordinator must comply with 
current federal, state, and local laws affecting the employment of minors. 

Equal Access 

Bias on grounds of race, color, national origin, sex, and handicap is prohibited in 
vocational programs. These civil rights statutes and their implementing regulations apply to 
vocational education programs. Discrimination is prohibited in admission, recruitment, 
treatment of students, academic requirements, financial and employment practices, non- 
academic services, and health, welfare, and social services. 

Employment Certificates 

The employment of minors under 16 requires an employment certificate, generally 
known as a work permit Blank employment certificates may be obtained from public 
secondary schools. Any student 16 to 20 years old is to provide some proof of age. 

Occupations In Which Minors May be Employed 

In general, employment of fourteen and fifteen year-old minors is limited certain 
occupations which do not interfere with their schooling, health, or well being. 

There are a number of occupations in which older youths may not be employed. 
These usually involve occupational hazards or are jobs restricted under the Fair Labor 
Standards Act or the Child Labor Law. 
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Hazardous Occupations 

In order to comply with the federal hazardous occupation regulations and to help 
guarantee the safety of the students, the teacher-coordinator must be familiar with the 
agricultural and nonagricultural (nonfarm) hazardous occupation orders. 

The Fair Labor Standards Act provide* a minimum age of eighteen years for any 
nonagricultural occupation which the Secretary of Labor "shall find and by order declare" to 
be particularly hazardous for fourteen, fifteen, sixteen, and seventeen year-old persons, or 
detrimental to their health and well being. 

Occupations declared to be particularly hazardous for minors between fourteen and 
eighteen years of age include, among many, jobs in or about plants manufacturing or storing 
explosives, coal mine occupations, logging and occupations involved in the operation of 
power driven woodworking machines, and occupations involved in roofing. 

Minimum Wage 

Teacher-coordinators and students must be aware of those occupations and businesses 
which are covered by the minimum wage laws. The following employees are covered by 
Federal Minimum Wage Law. 

All employees of certain enterprises having workers engaged in 
interstate commerce, producing goods for interstate commerce, or handling, 
selling, or otherwise working on goods or materials that have been moved in 
or produced for such commerce by any person are covered by the Act 

A covered enterprise is the related activities performed through 
unified operation or common control by any person or persons for a common 
business purpose and is-- 

1. engaged in laundering or cleaning of clothing 
or fabrics; or 

2. engaged in the business of construction or 
reconstruction; or 

3. engaged in the operation of a hospital; an 
institution primarily engaged in the care of the 
sick, the aged, the mentally ill or defective 
who reside on the premises; a school for 
mentally ill or defective who reside on the 
premises; a school for mentally or physically 
handicapped or gifted children; a preschool, an 
elementary or secondary school; or an 
institution of higher education (regardless of 
whether or not such hospital, institution or 
school is public or private or operated for 
profit or not for profit); or 

4. comprised exclusively of one or more retail or 
service establishments whose gross annual 
income of sales or business done is not less than 
$362,500; 

(Any retail or service enterprise which has 
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annual gross volume of not less than $250,000 
and which later ceases to be a covered 
enterprise as a result of increases in this dollar 
volume test must continue to pay its employees 
at least the minimum wage in effect at the time 
of the enterprise's removal from coverage, as 
well as overtime in accordance with the Act.) 
or 

5. any other type of enterprise having an annual 
gross volume of sales or business done of not 
less than $250,000. 

The dollar volume standard mentioned above in (4) and (5) excludes 
excise taxes at the retail level which are separately stated. 

Any establishment which has as its only regular employees the owner 
thereof or members of the owner*:: immediate family is not considered part 
of any enterprise. 

Federal employees are subject to the minimum wage, overtime, child 
labor and equal pay provisions of the Act. Employees of State and local 
governments are subject to the same provisions, unless they are engaged in 
traditional governmental activities, in which case they are subject to the child 
labor and equal pay provisions only. The Supreme Court has indicated that 
such traditional governmental activities include schools, hospitals, fire 
prevention, police protection, sanitation, public health, parks, and recreation. 

Employees who are not employed in a covered enterprise may still be 
entitled to the Act's minimum wage, overtime pay, equal pay, and child labor 
protections if they are individually engaged in interstate commerce. These 
include — 

(a) communication and transportation workers; 

(b) employees who handle, ship, or receive goods moving in interstate commerce; 

(c) clerical or other workers who regularly use the mails, telephone, or telegraph 
for interstate communication or who keep records on interstate transactions; 

(d) employees who regularly cross state lines in the course of their work; and 

(e) employees of independent employers who perform clerical, custodial, 
maintenance, or other work for firms engaged in commerce or in the 
production of goods for commerce. 

Domestic service workers such as maids, day workers, housekeepers, 
chauffeurs, cooks, or full-time baby sitters are covered if they (1) receive at 
least SI 00 in cash wages in a calendar year from their employer or (2) work 
a total of more than 8 hours a week for one or more employers. 

There may be times when student-learners will have to be employed at less than 
minimum wage in order to prevent a curtailing of employment opportunities. Teacher- 
coordinators must be familiar with required Subminimum Wage Certificate Requests (permits 
or certificates which enable an employer to employ a student- learner at subminimum wage), 
the processes of application, and the conditions governing the issue of the certificate. 
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Hie law provides for the employment of certain workers at rates lower than the 
statutory minimum under the terms of special certificates. Individual certificates are granted 
for students working part-time in employment related to courses they are studying in school 
and when such employment has been arranged by the teacher-coordinator of the Cooperative 
Occupational Education program in the school the student is attending. The employer must 
file a subminimum wage certificate request for each student they will employ from a 
Cooperative Occupational Education program at leas than the minimum wage. 

Department of Labor, Wage and Hour Publication 1343, Employment of Student 
Learners, explains that students employed on a part-time basis pursuant to a bona fide 
vocational training program may be paid at 75 percent of the current federal minimum wage. 
The local Wage and Hour Office of the Department of Labor can provide additional 
information regarding these provisions. 

When th»» certification is used, remember tiat the equal pay provision prohibits wage 
discrimination on the basis of sex within an establishment. That is, when a company is 
subject to the minimum wage, employees of one sex must not be paid wages at rates lower 
than those paid employees of the othei sex for equal work on jobs requiring equal skill, 
effort, and responsibility performed under similar working conditions. 

Social Security 

Cooperative Occupational Education students must secure a social security number. 
Teacher-coordinators should be familiar with the social security law and with the different 
social security programs before placing students in a training station. 

Each employer is required to give the student-learner a copy of a W-2 form which 
includes a statement of social security contributions deducted from his/her pay, as well as 
the amount of wages and other contributions. This is done in January and also when the 
student stops working for that employer. Receipts show the amount of wages that count 
for social security. For most kinds of work, wages paid in forms other than cash— the value 
of meals or living quarters— must be included. For domestic work in a private household or 
for farm work, only cash wages count. 

Most student-workers are entitled to benefits under the provisions of the Social 
Security Act. Major groups of persons not covered are government employees and employees 
of certain nonprofit organizations. The Social Security Act does not provide coverage for 
children employed by either parent if they are under 21 years of age. 

Any student who is currently receiving Social Security benefits may earn only a 
specific amount each fiscal year. If you have such a student, check with the Social Security 
Administration office for up-to-date information on limitations. 

Job Safety (OSHA) 

Job safety and health on the job are dependent upon leadership by the employer, safe 
employment conditions and safe work practices by employees. If any of these items is 
missing, injuries are likely to occur. Accidents on the job may result in employee death or 
injury, property damage, production loss, and increased insurance rate, compensation, and 
other costs. 

Public Law 91-596 known as the Williams-Steiger "Occupational Safety and Health 
Act of 1970" (OSHA) was created for the purpose of assuring safe and healthful working 
conditions. The provisions of this law apply to every employer with one or more employees 
engaged in a business affecting interstate commerce. 
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Basically, the Act requires employers to maintain employment conditions free of 
recognizable hazards causing, or likely to cause, death or serious physical harm. They also 
hwve to comply with all occupational safety aad health standards, rules, or regulations issued 
pursuant to the Act. When Congress passed the Act, it provided that any state might set up 
and manage its own safety and health program only if it were "at least as effective as" the 
federal program. Otherwise, the federal government would enforce safety in the state. 

Employers, chief executives of work teams, and teacher-coordinators must be willing 
to accept the responsibility for the occupational safety am. health of their student-trainees. 
Employers must set the establishment's safety policies, stimulate safety awareness in others, 
and show their own interest if others are to cooperate in making conditions safe and 
healthful. Key people responsible for implementing the safety and health programs of 
training stations are supervisors. If supervisors are to fulfill their responsibilities they need 
appropriate authority, assistance, and support from management. 

Worker's Compensation Insurance 

Working conditions should be carefully evaluated in determining the suitability of 
training stations. The school has some responsibility for the health, safety, and job 
satisfaction of students in the Cooperative Occupational Education program. Placement of 
students in training stations where the environment is unpleasant or not in keeping with 
generally accepted standards for the occupation causes dissatisfaction on the part of students, 
parents, and others who expect the Cooperative Occupational Education program to maintain 
high standards. Some working conditions to consider in selected suitable training stations are: 



1 . Convenience of location with respect to the student being able 
to get safely to work from school and home within a 
reasonable period of time. 

2. Healthful and safe working conditions. 

3. Hours of work which allow the student sufficient time to keep 
up with school work, participate in recreation, and get 
adequate rest. 

4. Adequate equipment and facilities to practice the occupation 
for which training is planned. 

5. Compliance with local, state *»nd federal labor regulations 
regarding wages, hours, working conditions, insurance, ai»d 
hazardous occupations. 

One of the foremost concerns of an employer is his/her liability for accidents 
involving employment of Cooperative Occupational Education students. The school 
administration must also be aware of exactly what its liability is for the programs it offers. 



Nearly aU employment in Missouri is covered by worker's compensation; there are 
some exemptions from the law. However, when an employer is required by law to provide 
compensation, and providing that the accident did occur on the job, this insurance covers the 
employer's full liability to employees for medical and hospital expenses as well as partial 
liability for loss of employee income. Worker's compensation is furnished and paid for by 
the employer, no deductions are withheld from the employee's wages for this coverage. 
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The teacher-coordinator may choose to be cautious about placing students with 
employers who may not carry workmen's compensation insurance or other comparable 
coverage for injuries incurred while on the job. The student-learner is a bona fide employee 
and therefore should be placed in firms where adequate employee accident insurance is 
provided by the employer. Private insurance companies may not deny insurance coverage 
to an employer because he has workers 16-18 years of age. If, however, the employer has 
a record of claims they may have to pay an assigned risk premium. These assigned risk 
premiums are not related to the age of the company's employees, but rather past history of 
injury claims. 

Unemployment Tax 

Unlike workmen's compensation insurance, Cooperative Occupational Education 
students are not covered under the provisions of the Missouri Unemployment Tax law. 
Employers are not required to pay Unemployment Tax during periods in which students are 
enrolled in the program {i.e. from the first day of the school year to the last day of the school 
year). Employees are required to file Unemployment Tax for periods when the student is not 
enrolled in the program, such as during summer months. In like manner, students are not 
eligible to claim benefits while enrolled in the program. 

Targeted Jobs Tax Credit 

E». . yers participating in Cooperative Occupational Education programs may be 
eligible for tax credits through the Targeted Jobs Tax Credit (TJTC) established by the 
Revenue Act of 1978 (P.L. 95-600). 

The Act outlines the provisions for students participating in a qualified Cooperative 
Occupational Education program: 

(1) The students to be served must be age 16 but not yet 19 who have not 
graduated from high school or vocational school; they must be enrolled in and 
actively pursuing a qualified cooperative education program. 

(2) A qualified cooperative education program is a program of vocational 
education approved by state Board of Education and having a written 
cooperative arrangement between a qualified school and employers, related 
instruction (including required academic instruction), and work periods 
alternating between school and a job in any occupational field. Those two 
experiences are planned by the school and employer to contribute to the 
students* education and employability. 

(3) A qualified school may be: 

a. A specialized high school used exclusively or principally to provide 
vocational education to individuals who are preparing to enter the 
labor market. 

b. The department of a high school exclusive)/ or principally used for 
providing vocational education to persons who are preparing to enter 
the labor market. 

c. A technical or vocational school used exclusively or principally for the 
provision of vocational education to persons who have completed or 
left high school and who are available to study in preparation for 
entering the labor market. 
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dL A school which is not a public school shall be treated as a qualified 
school if it is exempt from taxes under Section 501 (a) of the Income 
Tax Code. 

(4) Wage payments are made: The individual must be currently pursuing a 
cooperative education program and wages shall be counted only if tne wages 
are attributed to the services performed while the individual meets the 
requirements of that program. 

For additional information regarding the Targeted Jobs Tax Credit, contact either of 
the following: 

a. Missouri Division of Employment and Security 

b. State Director of Marketing and Cooperative Education 
P.O. Box 480 

Jefferson City, MO 65102 
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PROFESSIONALISM 



The effectiveness of COE teacher-coordinators is dependent upon both the technical 
skill and knowledge of the discipline they bring to the classroom and the image they project 
to the varying audiences with which they deal. These audiences would include the advisory 
council, other professional educators, administrators, parents, students, support staff, and 
training station sponsors. 

With all the minimum standards that apply to being an educator, there are some 
specialized areas of professional commitment which have proven to be important for 
successful COE teacher-coordinators. Among these commitments are: 

1. Service to students and the profession 

2. Continued emphasis on acquiring additional knowledge 

3. Membership in professional organizations 

Meeting the Missouri certification requirements should only be considered the first 
step to becoming a professional. Successful teaching experience must be coupled with an 
ongoing dedication to quality education in general and specifically, vocational education. 
This dedication is evidenced by continued effort to improve teaching practices, commitment 
to the growth of Cooperative Occupational Education as a specialized field, maintenance of 
ethical standards, and service to students, parents, the school and the profession. 

Service to Students 

Effective teachers believe that their most important function is to serve the needs of 
students. COE teacher-coordinators should* 

1. Take responsibility for the success of their students. 

2. Keep students task-oriented. 

3. Set an example for their students. 

4. Be good classroom managers. 

5. Use a variety of instructional methods. 

6. Program their students for success. 

Service to the Profession 

Service to the profession is difficult to measure but can be traced to many things. 
Professional teachers are: 

1 . Continuously keeping themselves current through reading professional journals 
and other publications. 

2. Aware of the expectations of parents and administrators. 

3. Receptive to change in the practice of teaching. 

4. Conscientious and proficient in planning. 

5. Dependable. 

6. Generous in contributing their time and talent to the community and the 
profession. 

7. Aware that their actions and ethical standards will impact on the program and 
their students. 

Acquisition of Knowledge 

There are several methods of ; ~>oroving teaching through acquiring additional 
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knowledge. The COE teacher-coordinator should continually strive to remain current and 
improve their individual knowledge base. Among the methods of doing this are: professional 
literature of the field, professional organizations, attendance at professional meetings and 
inservice activities, and enrollment at workshops, seminars, and classes provided through the 
universities and colleges of the state. 

Professional Organizations 

A profession is distinguished by the professional organizations which define the 
criteria for admission, lead in research and work for the continued growth of the profession. 
The Cooperative Occupational Education teacher-coordinator should be a member of the 
following organizations: 

AMERICAN VOCATIONAL ASSOCIATION (AVA): The AVA, the largest 
vocational association in the country, is committed to serving all vocational educators and 
institutions. The objective of AVA is *to develop and promote comprehensive programs of 
education through which individuals are developed to a level of occupational performance 
commensurate with their innate potential and the needs of society." 

Membership in AVA permits a vocational educator to become a member of one of 
the twelve divisions of the organization which are established by disciplines in vocational 
education. In addition, AVA membership is also divided into five geographical regions. 

The AVA sponsors numerous and varied professional activities. The organization 
conducts a national convention each year and actively represents the interests of vocational 
education to state and national officials who have policy-making power. 

MISSOURI VOCATIONAL ASSOCIATION (MVA): The MVA, is the state 
vocational education association, which is affiliated with the American Vocational 
Association. The MVA is the state teachers organization which speaks for vocational 
education at the state level. 

The MVA sponsors an annual summer conference in which vocational educators from 
across the state convene to keep up to date on current trends and practices within their 
teaching specialty. In addition, M\ A sponsors various activities throughout the year to 
promote the interests of vocational education in Missouri. 

MISSOURI MARKETING AND COOPERATIVE EDUCATION ASSOCIATION 
(MCE A): The MCEA is a division of the MVA which represents instructors of marketing 
and those instructors involved with cooperative method based programs. This association 
provides members with an opportunity to coordinate their professional activities with the 
MVA in an effective manner. 

The MCEA sponsors an annual Professional Development Conference (PDC) in 
February, in addition to regional meetings within the State. At these meetings, teachers learn 
of research findings, innovative practices, or other ideas, as well as sharing ideas on all 
aspects of their job. 

Within the MCEA organizational structure are two other professional associations - 
the Missouri Marketing Education Association (MMEA) and the Missouri Cooperative 
Education Association (MCEA). Membership in the MMEA is open to all marketing 
educators and business people. MMEA focuses on the aspects of marketing education and 
the delivery of instruction in marketing. MCEA membership is open to teachers who are 
involved in cooperative method based programs and others interested in promoting these 
programs. 
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For additional information on these organizations, contact the following: 

Treasurer, MCEA 
P.O. Box 480 

Jefferson City, MO 65102 
(314)751-4367 

With appropriate membership, the COE teacher-coordinator receives professional 
periodicals containing state of the art information, inspirational conferences, opportunities 
to serve, personal/professional recognition, and affiliation with the "cutting edge" of the 
profession. The benefits of these organizations go far beyond the membership fees required. 
Typical of professional organizations are the following benefits: 

t 

1 . Conferences dealing with issues, practices and materials 

2. Publications, curriculum materials 

3. Opportunity for active professional leadership roles 

4. Opportunity to serve on committees and study groups 

5. Recognition of outstanding professionals within the organization 

6. Input into local, state, and national issues 

7. Networking through the local affiliates 

8. Public relations 

9. Legislative leadership and advocacy 
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MISSOURI CERTIFICATION STANDARDS FOR COOPERATIVE OCCUPATIONAL 
EDUCATION TEACHES - COORDINATORS 

I. The Certification requirements for all vocational instructors, as provided 
in the State Plan, must be met by Cooperative Occupational Education teacher- 
coordinators. 

II. Requirements for Five-Year Certification. 

A. Baccalaureate Degree. 

B. Two years or A, 000 hours of approved occupational experience is required. 

C. Twenty-fxve (25) semester hours of approved subject matter course 
work. 

1. Ten (10) semester hours minimum from the area of Marketing with 
courses such as Retailing Merchandising, Advertising, Salesmanship, 
Sales Promotion, et cetera. 

2. Ten (10) semester hours minimum from the area of Industrial 
Education with courses such as Drafting, Metal, 'Woodwork, 
Industrial Relations, Labor Problems, Power Mechanics, Electricity, 
Graphic Arts, World of Construction, Introduction to Industry, 

et cetera* 

2. Five (5) semester hours minimum in excess from the above two 

areas or from general business, economics, or business administration. 

D. Twenty-four (24) semester hours of approved professional education 
courses which must include: 

1. Eight (8) semester hours of vocational education course work. 
Specifically, courses must include tne following: 

'a. Coordination Techniques 

b. Methods of teaching Marketing or Industrial Education 

c. Curriculum for Marketing or Industrial Education 

d. Additional course work in vocational education for the 
eight (8) hour total. Courses might .include Fnilosophy of 
Vocational Education, Vocational Guidance, Occupational 
Analysis, Vocational Youth Organisations, Adult Programs in 
Vocational Education. 

2, Tne remaining semester hours may include professional educatior 
courses such as Teaching Methods, Educational Psychology, Princ>las 
of Teaching, et cetera, to include at ieast six (6) semester hours of 
student teaching. 
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III. Requirements for Two- Year Certification. 

A. Baccalaureate Degree 

B. Two years or 4,000 hours of approved occupational experienct is 
required. 

C. Subject Matter Course Work. 

* - 

1. Five (5) semester hours of approved subject matter course work in 
Marketing. 

2. Five (5) semester hours of approved subject matter course work 
in Industrial Education. 

D. Professional Education Courses, 

1. Twelve (12) semester hours of professional education course work 
with a minimum of four (4) semester nours of vocational education 
which includes a course in Coordination Tecnniques and one in 
either Methods of Teaching or Curriculum for Marketing Education or 
Industrial Education, plus at least six (6) semester hours of student 
teaching* 

IV* Requirements for Five-Year Certification Reneval. 

A. Attendance of each annual vocational state conference (MVA) during th* 
five-year period.. . . 

Bt Completion of two college credit courses contr routing sp^cii icaily to the 
certification specialty. 

C. Substitutions to above requirements may be oade as follows- 

1. A workshop cr institute of fifteen (15) or more clock hours or 
one hundred twenty (120) clock hours of appropriate occupational 
experience say oe substituted for attending a conference. No more 
than two conference requirements may be satisfaed through 
substitution. 

2. A workshop cr institute of fifteen (15) or more clock hours or 
one hundred twenty (120) clock nours of appropriate occupational 
experience may substitute for each of the two college courses. 

Evidence of completed requirements must oe supplied by the teacher- 
coordinator to the Department of Elementary and Secondary Education with 
requests for certificate renewal. 
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GUIDE FOR SUBMITTING APPLICATIONS FOR EXPANDING AND 
NEW REGULAR VOCATIONAL PROGRAMS 



The following outline constitutes the minimum information necessary to review t he Appropriateness of an apphcat ton for an 
expanding or new regular vocational program. Prepare and submit a sepomle propose! /or each program by 
occupational title, 

! Proposals are to be submitted to the State Director of Vocational Education on or before March I ( Applications for Adult 
classes may be submitted as the need arises.) Local districts will be notified concerning the approval or disapproval of 
program requests. Budgets for approved new or expanding programs would be established at the time the annual budget 
requests are submitted by the local districts. 

t GENERAL INFORMATION 

K* Identify program by occupational title and U S Office of Education code number (For pnstsecondary institutions ~~ state 
precis* name of major or specialisation, and degree or certificate* if any, so be awarded upon suet rssful completion of program. ) 
Indicate specific occupational objective. 

B. # indicate how the need for this program was determined employment opportunities, i urrent and projected i rends, on advice of 

administration or advisory committee, etc. Describe the cooperation with the CETA prime sftoitsor m the development of this 
program, if applicable. 

C. Give advtsory commute* members, ihetr occupations, what review the proposal has had. nature of appraisal of outside 
reviewers* etc.. if applicable* 

D« Indicate extent of supervision; by whom, amount, frequency, etc In what department or other unit wtB'the program be 
adnrwsstered? 

£,* Gwe the name, location, and description of space to he ut&ied for this program, 

F, State the relations of proposed program to present offerings and to kmg range piam nf the institution 

G. * Give proposed date for imitating the program. 

INSTRUCTIONAL INFORMATION 

A. * State the program objectives m measurable lerms. 

B> # Include a topical outline of major arms or divisions m the vocational courseUJ 

C. List instructional material* major texts and references to be used. 

D. Describe standards of performance or level of proficiency expected <t* program lomptnttm 

E. State the qualifications of the instructor^ the district intends to empby 

UL STUDENT INFORMATION 

A* Describe how students wiB be selected ami the nature of students to he served indicate onuapaiec enrollment. 

B. Identify educational guidance and counseling services to be provided 

C. Describe foflowup procedure planned. 

D. Explain the parttctpation in youth organization* sponsored by the Vocational Dtrnwui 

IV. BUDGET 

A. List major equipment currently available 

B. Outline tong*range plans for major equipment pun h*sv<, 

C. Stow proposed equipment, teaching aids, and kupphrs expenditure* 

D. * bst anticipated salary expenditure*. 

V. EVALUATION 

A. Explain the procedures and or methods ol evaluation u% he used m determining results hUUtif these to the program objective*. 

B. L«M instrument*** lu be used 

C. Indicate how results of evaluation are to he uiiWd 

•Minimum information necessary to review the appropriate***** oi an adult %uppif mrninl or .tiititentu eship new or expanding industry 
training or consumer and homem^kmy program 
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Appendix C 

Cooperative Occupational. Education Core Curriculum 



Name: 



Cooperative Indus trial/ Vocational Education 



Sections: Cvatuai* ine silent 



eacn task sfnva re 4 .#c* empl&yabtfity readineas ratrra frr- ;*3^es *ven m class 



Rating Scald: 3 Mastered - can wofk m<Jepenaef« b . 

2 Require* Supervtuon - can pettc- 

i Not Mastered - teiMtt* insiructtf- . 

N No Exposure - no e*pe/ence w 



[nnoo 
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CH^W* CftMMt 

Wx» i tutu gc* 

*»nt m» fxiori a** jutm** in 

Mift tt ft pay rat* 

OV tftttiir* m*S wrpctftf* ** (GAvd*« * 
a***E**<» «w» iO W «**c« demoted 

a> tfttoQ* emu**) 



►* C**ft m*f% *hc* "# *; » • >fiOo ^j^jrfc wo 
1 Int I^ft Sttff* m * - ft* 5*0t*tt 

Oft* <v*c*rt 
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* i*t «* mm/% *$ Mf>d> u^cugft *t# *u#<^ 



7 lx$t m **Pft* OS IU*€Mr% U>hw*Bi* It* 



IE 



ft CJ*#*r &teCtf 

S Shm fr* ****** **r r* t >; .* 

« S**»* 'ixnafl^««cftDr-w jcf-jft<yw 

5 Cat i*v iftftwn AAfpr^-^v n%***r mi**,* 

*»»ftMifij rac^c* 



• ^ ^ ***** *** m*t<«* ft^Mci hom m 
9 *M wy <n+ TtMgS * Mr«p* • r*& *e hp to jkxiq 

11 I** *ic$a ft ot*u» iftr 'ft o« <n»« 

«*»9Ct«# ftS «S«W>tifl9 WW» 
tf ft**** Aftyi cody »piflLJS» C«n f>ft«i«M a 
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$ir« ":*>.u t jie j^n*rxj p*<#* 

***** V«£ » *i ^*»« rg Ipn^ t fe,,.* # - jj,^ 
C*J# UrTjB :*>i.»w*fti V»CM4 fc-vs* jJJt^ 

°t 5 • r 4 fto-w r* ii ^s^fcioo w *>oftf ^ 0* f rc 
V#»ft 'rvt * *• 0wl9#l 

C«i» m. ifi _ ■ v» "»* ^nftftctftj £y^i>*rM 
1 4i it-. lv> -r r#^#s cr?**ar 

a;**' ' j» ^* -** * *» ft tfw>*ng *:c 
l>w «c** ; ^3 ftCOk^* 

*tL&3i Iff* r^.tf6# 

*t*frft >^c^9f0 « mow CT«kt c^t'ftctf 

0m#* >:n* r > 
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BEST COPY AVAILABLE 
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Appendix 0 
Sample Training Agreement 



TRAIfflHS AGREEMENT 



mtSSt m TEAD£R-CGOflDINATQR_ 
Student-learne r E*ployer — 



Ha«e Address Address 

City Z **p H Cit v " ITT 

Phon o w Phon e 

Supervisor 

Student-learner's Job Title 

Blrthdmt o ' 

Social Security Humtoe r 

TfUUMXfi reMflg 
Beginning Data Ending Dat e 

Boura/tteo fc "Hourly wag e 



The student enters thie prograa to learn ee ouch as ie possible for the employer to provide in 
the nature of Job information* skill and attitude. 

The employer will determine the pay and hours the etudent will work. To earn credit the 
student must work a minimum of 10-15 houra per week, 

THE STUDENT LEAMOU 

1. willy while in the procesa of t reining , have the status of student-learner and will not 
displace any regular employee* 

2. will con fowl to all rules end regulations of the school and the training site. The 
eeployer expects honesty, punctuality, cooperation, courtesy, and willingness to learn. 

3. will maintain regular attendance at school and on the job. On-the-job attendance 
includes days when school is not in session (e.g. v Christies break}* 

4. will report absences in advance to the employer and teacher-coordinator* The student 
cannot receive credit for work on days when not in achool unless previously approved by 
the teacher-coordinator. 

5. niil keep all records and attend ell recognition events (e.g., Employer Appreciation 
Banquet) associated with this program. 

T^iEk J^^IH^JIT/^SMAB^H^PJ b 

1* will encourage the student-learner to do well in work experience. 

2. will be responsible for providing transportation for the student -learner for the work 
experience activity* 

3. will be responsible, along with the student-learner, for the safety and conduct of the 

student-learner while he/she is at or between the school, the training site, and home, 

THE TCAOCS-COQSOUUTORi 

1. will coneult with the training site supervisor concerning the student-learner's work. 

2, will wake periodic contacts/visits to the training aite. 

J. will counsel the student-learner about the work experience. 

4. will be available to help with training problem or program changes. Contact the 
teacher-coordinator whenever help ia needed. 

THE TBAXNIN6 SITE SdFBtVISOfts 

1. will train the student-learner with the competencies included in the Training Plan and 
those needed for all job- related duties. Training should include safety instruction. 

2. will help in the evaluation of the student-learner. 

3. will conform to all federal, state end local lews and regulations regarding employment 
and compensation of student -learners. Student-learners are not eligible for 
unemployment benefits but auat be covered by worker's compensation. 

4. will reserve the right to discharge the student- learner for just cause froa the 
training aite. lite teacher-coordinator requests consultation prior to the action. 

The training may be discontinued at any time by any of the signers of this agreement, but each 
egreee to notify the others in advance, in the event that training is terminated, the 
teacher-coordinator will make final determinations concerning credit received and reassignment 
of the student-learner. 

All adjustments in the training must be made through the teacher-coordinator* 

It shall be agreed that all parties participating in thie program will not discriminate in 
training and/or employment opportunities on the basis of race, color, religion, sex, national 
origin, or handicap* 



Pat e . Date 

Student training Supervisor 

Dat a Date 



Parent/Guardian Teacher-Coordinator 

5-i 
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Appendix E 
Sample Instructional Management Plan 



Serjc 



Instructional Management Han 



For _ Occupational Goal: . 

School: — — Training Station: 



Raur^s are assigned tyy the instructor RATING SCALE 

m ccrvuncuon wnn the training 4— Superior Performance by student iearner 

sponsor < where appropriate ). 3— Above Average Performance by student learner 

2— Average Performance by student learner 
1 —Poor Performance by student learner 





Curriculum Goal 


Training Sponsor 
Evaluation for Current 
Application Experience Grading Period: 


WEEK 1 








WEEKS 








WEEK 3 








WEEK 4 








WEEKS 




• 




WEEK 6 








WEEK? 








WEEK 6 


1 






WEEK 9 









v ERJC 
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Appendix F 
Sample Evaluation Instrument 



O i 



k: General Evaluation 



R&ungB am assigned by the instructor 

conjunction w»h the training 
sponsor (whew appropriate). 



vsarAr %ta**tm and Patganality Tmttfl Evaluation i 

fill m AMMO MW l *ra» ••yr enev 


tor Fwiod 


Punstual: Qeie 10 work on time 

Na of times absent No. of times tardy 




Appearance: Neat, well-groomed, appropriately dressed 




Bejpwrtrtafltty; Prompt, trustworthy, follows directions, meeie obhgauons 








AJjflJSy TO Oat Along: Cooperauve, wall mannered, has eocuU and emotional stability 




Job Attttudo; EnUiuaaasuc a good learn worKer, willing 10 work and coope^ae. aeiaitsi; to impi-ove 




Xatttattre Abiluy towork without supervision, sees things 10 do 




Accepts Suggestions: Eafcer to improve, seeks assistance, follows through 




Oaf of Matartala and Equipment 




Addtttonsl Broiuation Items: 













pp ymi tfanfc t>i<a ff ftyfyrfr ><MMm«w» ia p«yfm»miT^ wen as anv other beginning worker in toe same job? 
□ Tea DSo □ Sot Sure (Why) — . __ 

DO JT7U p)W IQ eJfc tbe fftnf*1flrft Tf^*""** trt nn « nym * > thitifta in the nart month? Q Yes □ No 

If Yea. what duties: . — — ■ — — 



RATING SCALE 

4— Superior Ferftnnanoe toy student learner 
3— Above Average Performance toy student learner 
8— Average Performance by student learner 
I —Boor Performance toy student learner 



Validating Signatures 



Btu&astSnplcpm Employe? Toachar/Ooordiaator 
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Appendix 6 
Sample Studsnt Records form 
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NAME. 



PAY RECORD 

EMPLOYER iggi 



SEMESTER. 



PAY PERIOD 
FROM | TO 



HOURLY 
RATE 



HOURS 
WORKED 



AGGREGATE 
HOURS 
WORKED 



GROSS 
PAY 



GROSS PAY 
TO DATE 



DEDUCTIONS 



TAXES 



PICA 



OTHER 



NET PAY 
ItaKe homa) 



19 

TOTAL NET 
PAY 
TO DATE 



^f^i,<c «-/>r.*» m,r» r*^u tcom <« « ocntHQCMFW AND Ml 1ST RE COMPLETED TO OBTAIN GRADE. 



6i 



SAMPLE 
WASE AND HOUR REPORT 



Nanw Month of 



Day o^ ! 
Week 


Day of 
Month 


Hours Worked ! Hours Worked ! $ Rec'd 
School Days I Other Days j School Days 


% ftet'd 
Other Days 




' 1 








2 


j j 






3 


j "j 






4 


j j 






5 ! 


j j 






6 


j j 






7 


j j 






8 


i j j 






9 


1 I i 






10 


j I 






XI 


1 ! 






12 


1 1 






13 


1 I 






14 ! 


! 1 


* 




15 1 


1 1 






16 


1 ! 






! 17 ] 


1 1 






18 


\ I 






19 


1 1 






20 


i 1 






21 


j j 







n i 








23 








24 








25 








an 








27 








28 








r 29" 








30 1 








31 






I TOTALS 


I I 


1 



Total hours worked in this month Total hours worked to date 



Total wages earned in this month Total wages earned *:o date 

Total savings this mon-th Total savings to date 
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Form FV-4 
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DEPARTMENT OF ELEMENTARY AND SECONDARY EDUCATION 
Division of Vocational and Adult Education 
P.O. Roe 480* Jefferson City, Missouri 65102 

Application for Authorization to Purchase Equipment, 
Teaching Atda or Other Items for Vocational Programs 

PLEASE READ INSTRUCTIONS ON REVERSE SIDE. 



Nembtr 642*404 
t/Bft 

! iitttfiransi A Otter 



Duma Code 



Prorata Cote I fVflfnwo aa* Typo 



Lttnl tihwrsfwn Apeacy ILEA) 



Ctty aiwf Zip C«d* 



if — ^ Submitted For Approval 



DMcrtptton of Iforo 


Qu*ntlty 


EotkMtKf 


Ufitt Cott 


Total Cotf 






$ 


















































* 



























































































































































































Tow Estimated Cost f 



FOR STATE OFFICE USE ONLY 









Area 


Year 


Year 


Per- 


Expemitiurt 




State 


federal 


Source 


SccfJus 




Number 


t'udc 




P**l 




ot** 












(tub 
























$ 


S 


% 


S 














































































































Program Director 



Suae Director of Vocational Hducation 



Approval i>ate 



Instructions 



TflTM copies of this Application for Authorization are to be submitted with the f-V~l forms to the Director of 
Vocational Finance. After they have been processed, one copy indicating the approved items will be returned to the LEA. 
The Certification Section at the bottom of this page should be completed prior to sending it to the State Office for 
approval A separate Application for Authorization must he filed for each program or service area and each type of 
program. Only those hems having prior approval on this application ma> be claimed lor reimbursement. 

DtstftStCodss: Enter the district codes used by the Department ot lilcmentary and Secondary Education for payment 
purposes. 

Local Education Agency: Report the official name ot the school district, the mailing address, city and zip code. 

Program Codes aim! Description of Program: A separate Applu mum (or Authorization must be Tiled for each 
program or service area and each type ot piogram 1 he ptograit hhIc wiii. ihctciute, always be a two-part code as 
illustrated on the program code li*t mkuded with the msifuciions tut completing Iomm l-V-l. 



SIGN BELOW 



CERTIFICATION 

* 

The local education agency hereby requests authorization to purchase equipment or teaching aids as described 
on the reverse side of this form to be used for instruction in progs ams approved under the provisions of the Carl 
D. Perkins Vocational Act of 1984. 

It is understood that the title to equipment and teaching aid* in to he vested in the school district with 
accountability to the Department of Elementary and Secondary i- ducat urn No disposition or diversion of use 
may be made without written approval If such property is sold or no U nger used for the purpose permitted in 
the Act, the Department of Elementary ami Sevomlat \ I dtu.it m mi t\ u% he ci edited *ui h \\\ share of the value as 
determined by the sale price or Lot %.iltie 

It is further understood that the t I A wilt tuuii\h the IHpaitnn nf mU*t matti'it uquircti tor supporting claims 
for funds and maintaining tnventoiv iccords 



Date . , Signed 



Go 



- , ,1 . 1 
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Form FY- 2 
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DEPARTMENT OF ELEMENTARY 
AND SECONDARY EDUCATION 
Division of Vocational and Adult Education 
P.O. Box 480. Jtffcrsoc City, Missouri 65102 

Reimbursement for Equipment, Teaching Aids 
or Other Items for Vocational Programs 



Number. 



PLEASE READ INSTRUCTIONS ON REVERSE SIDE BEFORE COMPLETING. 



Items For Which Reimbursement Is Claimed 



0) 
Data 
Puitnaaad 


Prom Wlioii} IHffC^tfo^md 


W 

Dttcrlptfon of Usui 

Aftecti lnvototVB 


W 
Only 


W 

BanaMMkMO 


w 










$ 




















































































* 
























































































































































































































































































TOTAL EXPENDITURE 


t 





FOR STATE OFFICE USE ONLY 



Ob 

a 


diet 


Sec 
Code 




Code 


j 


Arcs 


Year 


Pure. 


Sourer 


Stele 
Amount 


Federal 
Amount 




Reimbursement 




























S 


1 


% 




$ 




















































































































1 























Instructions 



Submit two (2) coptss of this form for each level of each program area to the Director of Vocational Finance, Missouri 
Department of Elementary and Secondary Education, Jefferson City, Missouri 65102, 

Program Cod* A Description ©f Program— The Program Code is a two-part code as illustrated on the code Usu . at 
with instructions for Form FV~I, 

Column ( t)— DstsPtlTCftMOd — This is the date of obligation by written purchase agreement (purchase order, letter, or 
contract). Expenditures for the acquisition of equipment, supplies, teaching aids, etc., will be considered as an 
expenditure in the fiscal year in which the funds were obligated by a purchase agreement or legal contract. 

Column (2)— From Whom Purchased— This is the vendor or person with whom the agreement is made. 

Column (3)— Description of Item— This should be a short identifying statement of the item. Detailed descriptions, 
serial numbers ami other information should be outlined on the invoice supporting the transaction. 

Column (4)— Stat* Us* Only — Do not complete. 

Column (5)— Expenditure— This is the amount paid for the items purchased. Show deductions on invoices Tor 
discounts, credits, and other memos. Freight costs are considered as part of the equipment expenditure. Only items 
approved on Form FV-4 may be reimbursed. An equipment item is a unit of furniture, un instrument, a machine, an 
Apparatus or a set of articles which does not meet the criteria of being a supply. Supplies are those items which (I) are 
consumed in use; (2) lose their shape or identity with use; (3) are expendable, that is. it is more feasible to replace it than 
repair it; or (4) are inexpensive. Other expenditures are those which represent services such as utilities, communications, 
transportation, etc. 

Column (6)— Check No.— This is the check which epresents payment for the items described. 
Total Expenditure— Total Column (5). 



SIGN BELOW 




!>•**? Signed. 


To: fliwwui ol V«K**t«m*i ami Adult Mttcattun 




Jefferson City. M NttMtn 65102 


l)i\lml AdmtmMJaioj 


We hereby certify that the information reported herein >» correct to 




the best of om knowledge una belief. 
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Appendix J 

State Vocational Program 
Evaluative Questionnaire 



6S 



DEPARTMENT OF ELEMENTARY AND SECONDARY EDUCATION 

DIVISION OF VOCATIONAL AND ADULT EDUCATION 
P.O. Box 480, Jefferson City, Miss<vri 65102 



EVALUATIVE QUESTIONNAIRE 
FOR 

MARKETING - COOP - INDUSTRIAL - COMBINATION (COE) 



This for© was completed School, 
locally by the following 

staff: — 



DESE Evaluator; 



INSTRUCTION: This self -evaluative questionnaire is to be completed by the 
staff in charge of marketing or cooperative education programs, in consultation 
with administrative personnel, prior to the date scheduled for an on-site 
evaluation by DESE professional staff. Please prepare an evidence file for the 
evaluators which supports answers indicated on this questionnaire* Staff 
members who accumulate materials for the evidence file should be available 
during the on-site visit for clarification of documents and additional 
ir formation if requested. 

The following supporting documents and materials should be included in the 
evidence file: 



1. Philosophy - state the philosophy for the department or 

national program area* 
2* i .^actives - state the program objectives, 

3. Class schedule* 

4. Membership roster of the advisory committee. 
5* Minutes of advisory committee meetings. 

6. List of advisory committee activities* 

7. Instructional objectives and course outlines. 

8. Developmental plans and long-range needs (program expansion, 
facilities, equipment, materials, etc.)* 

9* Current enrollment information (including notations of special 

populations for each course). 
10* Placement and follow-up data for occupational programs. 

11. Employer follow-up forms (all occupational programs). 

12. Inservic* schedule with special populations topics 
identified. 



The items on the questionnaire for rating the effectiveness of the program may 
be answered by circling the appropriate number corresponding to the extent to 

trhich the provisions, conditions, or characteristics being described are in 



evidence. 



4 - Excellent 
3 ~ Above Average 
2 - Average 
1 - Below Average 
0 - Missing 
NA - Not Applicable 



70 



A. PHILOSOPHY AMD OBJECTIVES 

1. The philosophy was developed by the instructional staff 
after consultation with administrators, students, and 

other interested persons within the local distract. 4 3 2 10 

2. The philosophy and objectives are clearly defined and 

are understood by the instructors and students. 4 3 2 1 0 

3. Objectives are stated in behavioral terms and are 

measurable* 3 2 1 0 

B. ADMINISTRATION 

1. Administration of the department or vocational program 

is clearly defined- A 3 2 1 0 

2* The staff is involved with discussions related to 

budget, curriculum, selection of resources, purchasing, 

and general operational procedures of the department 

or vocational program. 4 3 2 10 

3* Instructional programs are provided for: 

(a) Secondary 4 3 2 10 

(b) Postsecondary 4 3 2 1 NA 

(c) Adult 4 3 2 1 NA 

(d) 4 3 2 1 0 

4. Class size is determined by: 

(a) Laboratory or classroom space provided 4 3 2 10 

(b) Work stations including adequate equipment 4 3 2 1 NA 

(c) Methods of instruction 4 3 2 10 

(d) 4 3 2 1 0 

5* The staff utilises an advisory committee that is 
representative of the local community: 

(a) School administrator 4 3 2 10 

(b) Industry being served 4 3 2 10 

(c) Civic leader 4 3 2 10 

6. Handicapped end disadvantaged (including limited 

English proficiency) students have been identified using 
the definitions from the Carl D* Perkins Vocational 

Education Act of 1984 (PL 98-524). 4 3 2 3 0 

7* The instructors ) is/are notified when a handicapped/ 
disadvantaged student is enrolled and advised as to the 
specific needs of the students. 4 3 2 10 

8, Nontraditional female or male students are enrolled in your 

classes* ^3210 

9* Support services are provided for nontraditional female 

or male students enrolled in vocational classes. 4 3 2 10 



, Bye x 



C. STAFF 

1* Each staff member is making an effort to maintain 
the five-year renewable certificate or to eliminate 

deficiencies in the two-year temporary certificate. 4 3 2 10 

2. Each staff member participates in annual inservice 
activities: 

(a) SDE-MVA Summer Workshop 4 3 2 10 

(b) Courses offered by col leges or universities 4 3 2 10 

(c) „ 4 3 2 1 0 

3. Each staff member holds membership in professional 
vocational organizations s 

(a) American Vocational Association 4 3 2 10 

(b) Missouri Vocational Association 4 3 2 10 
. (c) Marketing and Cooperative Education Association 4 3 2 10 

(d) 4 3 2 1 0 

4. Staff members participate in activities which promote 

good community and school relations. 4 3 2 10 

5. Each instructor has participated in inservice training 

on the elimination of sex bias and sex role stereotyping. 4 3 2 10 

6. Each instructor has participated in inservice training 
sessions on methods, strategies, techniques, etc., to better 

serve handicapped/disadvantaged students* 4 3 7 10 

D. INSTRUCTIONAL METHODS AND RESOURCES 

1* The curriculum is consistent with the district's 

stated philosophy and objectives. 4 3 2 10 

2. A course of study: 

(a) Exists in written form 4 3 2 10 

(b) Includes teaching/ lesson plans 4 3 2 10 

(c) Has sequential order of units 4 3 2 10 

(d) Is revised regularly on the basis of need 4 3 2 10 

(e) Includes recommenced core competencies 4 3 2 10 

(f) Allows flexibility to serve targeted populations 
( instructor(s) have developed or use modified 
curriculum to better serve handicapped/disadvantaged 
students), 4 3 2 10 
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3. 



4. 



5. 



6. 



7. 



8. 



9. 



10. 



11. 



12. 



13. 



The course of study has been developed on the basis 
of infornation received from: 

(a) Student surveys which depict interest and 





potential 


4 


3 


*> 

*- 


1 


0 


(b) 


Labor market studies 


/ 

•4 


3 


2 


1 


0 


(c) 


DESE 


4 


3 




1 


0 


(d) 


Advisory committees 


4 


3 


2 


1 


0 


(e) 


Available community resources 


/ 


3 




1 


0 


U> 






3 




1 


0 



Classroom/laboratory activities are determined by 
course content* student needs, and interest, such as: 
small group instruction, individualized instruction, 
large group instruction, cooperative methodology, 
and youth organisation activities. 

A vocational student organization is an integral part 
of the instructional program and provides opportunities 
for: 



(a) 

<»> 
(c) 

(d) 



Student leadership and involvement 

Teacher-advisor participation 

Participation in state and national level 
activities 



Individual accomplishment and progression are evaluated 
on attainment of behavioral and career objectives. 

Students are informed in writing of the course objectives 
and frequently are informed of their level of success. 

Guidance information and resources (test information, 
audiovisual materials, career information, etc.) available 
through the guidance program area, are used by teachers. 

Instructors are provided the opportunity to be involved 
in the Individual Education Program process for 
handicapped students. 

Practical experiences are provided to explore careers and 
engage in realistic work (including the new technologies, 
non traditional, and new and emerging occupations specific 
to the program). 

Teachers excuse students from class attendance to receive 
individualized or small group guidance. 

Class time is allocated for the guidance staff to work 
cooperatively with the teacher, to carryout guidance 
related program activities such as, dec is ion -making, 
dissemination of careur and occupational information, *•! t . 

Safety practices are taught and enforced as an integral 
part of the instructional program. 



4 3 2 10 



4 3 2 1 0 

4 3 2 1 0 

4 3 2 1 0 

4 3 2 1 0 

4 3 2 1 0 

4 3 2 1 0 

4 3 2 1 0 

4 3 2 1 0 



4 3 2 1 0 
4 3 2 1 0 



4 i J 3 0 
4 3 2 1 0 
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14. Sufficient and appropriate instructional materials, 
teaching aids, and reference materials art available 
and utilised by the students and staff in meeting the 

course objectives. 4 3 2 10 

15. Community resources, such as outside speakers, field 

trips, etc., are utilized. 4 3 2 1 0 

16. Adequate and appropriate instructional supplies are 

available for use in teaching the course. 4 12 10 

17. Staff and students are aware of and utilize guidance 

and placement services. 3 2 10 

18. The signed training agreement and training plan or 
Instructional Management Plan with cooperating 
employers provides learning experiences that complement 
the classroom instruction of the occupational area being 

studied. 4 3 2 10 

FACILITIES AND EQUIPMENT 

1. Adequate storage space is provided for instructional 

equipment and supplies. 4 3 2 10 

2. Space provided the vocational class or laboratory 
is large enough for a flexible arrangement of work 

stations with sufficient space for traffic flow. 4 3 2 10 

3. Environmental conditions (light, heat, ventilation, 

acoustics, etc.) are adequate and properly regulated. 4 3 2 10 

4. An up-to-date inventory of instructional equipment 

and supplies is maintained. 4 3 2 10 

5. Records show periodic checking and maintenance of 

equipment. 4 3 2 10 

6. Good housekeeping practices are observed by staff 

and students. 4 3 2 10 

7. A private area is provided for teacher-student 

conferences. 4 3 2 10 

8. Electrical outlets are sufficient in number and are 

properly positioned. 4 3 2 10 

9. The class/ laboratory is equipped with appropriate, 

up-to-date machines, and equipment. 4 3 2 10 

10. The facility is accessible to handicapped students. 4 3 2 10 

PLACEHEHT, FOLLOW-UP, AMD EVALUATION 

1. A systematic procedure exists for obtaining and 
disseminating information about specific employment 

opportunities. -.121 0 

2. The placement procedures provide for coordination and 
team effort between the instructors and the guidance/ 
placement personnel in providing job development and 

job placement for program graduates and laborers. 4 3 2 10 
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3. There are procedures which provide for the student to 
receive instruction in pre-employment preparation to 
include: job applications, job interviews, resumes, 

job survival skills, etc. 4 3 2 10 

4. A plan exists r».nd is utilized to follow up recent 

program graduates and leavers. 4 3 2 10 

5. Evidence exists that an evaluation plan is utilized 
which includes: 

(a) Mastery of course objectives 4 3 2 10 

(o) Employer-employee satisfaction 4 3 2 10 

(c) The relationship of student placement rates to 

course objectives 4 3 2 10 

(d) Employer-employee feedback for course revision 4 3 2 10 

(e) 4 3 2 1 0 

(f) 4 3 2 1 0 



^ERIC 
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EMPLOYER FOLLOW-UP FORK 
INSTHUCTtOMS: Employer follow-up information about completers and leavers of 
vocational programs in your school must be provided to the Department. The 
information supplied should be about completers/ leavers from the previous school 
year. Complete one F^ilnjer Follow-Up Worn for every 25 students completing/ 
leaving each vocational program or fraction thereof reported on VXDS form. 
If a program has at least 26 but less than SI completers/ leavers, fill out 2 
forms. If a program has at least 51 but less than 76, fiii out 3 forms. 

SECTION Is Print school name, county/district code, program CIP code from 
VEDS forms and list the title of the program. Check the appropriate box for 
completer or leaver; secondary, postsecondary or adult; male, female; blacit, 
white, other; disadvantaged, handicapped, or neirluj, 

SECTION Us Alter consulting with appropriate erapi\»yi?r , vUv.vk tin appropriate 
boxes on items 1, 2. and 3 and enter the starting salarv for the job/occupation 
on item 4. INCLUDE THE EMPLOYER FOLLOW-UP FORMS IN THE ON-SITE EVALUATION 
EVIDENCE FILE AND LABEL IT "EMPLOYER FOLLOW-UP" . 



SECriON 1 



School Name 



County/District Code 



Program CIP Code 
Student is a: 



Program Title 



Secondary 



| — I 

■ ' Completer 

I — I 

» 1 Leaver 



C^Male 
I — I 

*-—» Female 



□ 

I — 1 

* ' Postsecondary 

Adult 

SECTION II 



Black 


□ 


I — J White 


□ 


L— J Other 





Handicapped 

Disadvantaged 

Neither 



1. VOCATIONAL TRAINING EVALUATION Rate the vocational training received by the 
individual in the following areas. 

Technical Knowledge 

□ □ (2 ) Poor C3<1 



d(5) Very Good 
(5) Very Good 
£-H(5) Very Good 



£3(4) Good 
Q(4) Good 
d(4) Good 



(3) Average 
Work Attitudes 



> Very Poor 



L— 1(3) Average CZ3(2) p oor C3(i) Very Poor 
Work Quality 

C3(3) Average CD (2) Poor D(l) Very Poor 



2. OVERALL SATING What is your overall rating of the vocational training 
received by this individual as it relates to the requirements of the job? 

C3{5) Very Good ^(4) Good C3(3) Average d(2) Poor CI3(1) Very Poor 

3. RELATIVE PREPARATION As a result of this person's vocational training, how 
would you rate his or her performance in relation to other employees in the 
work group who did not receive the same training? 



L— J \ t, ) Verv (]%<«>«! * ^ * 

4. SALARY: 



■.Ml 



□ I — 1 I — ! 
r w , Hour ' 1 Month * 1 \ear 
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Appendix K 
Supplementary Questionnaire 



. I KK: 



No 



DEPARTMENT OF ELEMENTARY AKD SECONDARY EDUCATION 
DIVISION OF VOCATIONAL AND ADULT EDUCATION 
P.O. Box 480, Jefferson City, Missouri 65102 

SUPPLEMENTARY QUESTIONNAIRE 
FOR 

VOCATIONAL PROGRAMS OPERATING A COOPERATIVE EDUCATION COMPONENT 

1. The t eschar/ coordinator provides both in-class 
related instruction and supervision of students' 

on-the-job training- Yes - 

2. Cooperative students are enrolled in both the 
class and the supervised esployaent simultaneously. Yes 

3. The cooperative education students' training 
stations are appropriate for tha occupational 

categories for which the prograa is designed. Yes No 

4. There is a written Instructional Kanagtaent Plan 
(IMP) between the school and the training sponsor 
which identifies both in-class instruction and 

on-the-job training that the student will receive, ^es No 

5. A current IMP is on file for each student 

receiving cooperative credit. ^ * es 

6. There is a written training egreeaent between the 
school and the training sponsor which assures that 
students are employed and compensated in conformity 
with federal, state, and local laws and without 
regard to race, color, national origin, sex, or 
handicap. 

7. The credit awarded for on-the-job training is 
1 unit for each 10 hours of esployaent per week. 
No pore than 2 units of credit are awarded for 
on-tbe-job training. 

8. Adequate extended enploycsent tise for the 
• ' teacher/ coordinator is provided. 



Yes No 



Yes No 

Yes No 



9. The teacher/ coordinator's schedule includes 1 

period per day for each 12-15 cooperative students 

for supervision of on-the-job training. Ves No 
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